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ABSTRACT 

Based on the assumption that educational research and 
development (R6D) reguires the same technical managerial skills as 
any other business organization, this survey examined fifty 
management training programs for vomen and/or minorities in eighteen 
business, academic, and industrial settings. Information gathered on 
courses, workshops, and seminars especially designed for vcmen and/or 
minorities is compiled by institution in Appendix A. The subjects of 
these programs are then divided into twenty-four categories in 
Appendix B, and three participant levels (interested, entry- level, 
and established) are indicated; this format is used to highlight the 
areas of need as well as the available sources. It was concluded that 
(1) management training programs rarely address the needs cf women 
and/or minorities; (2) courses directed toward fe^vale managers are 
usually aimed at entry-level positions; (3) vital topics, such as 
finance and budgeting, professional development, power and 
management, managing time, and asserti^eness training, are neglected 
in these programs; and (4) in general, management is a new and 
experimental field for women and minorities. (ELG) 
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MANAGEMENT TRAINING PROGRAM SURVEY 
. 1* Introduction 

r 

This survey of management training program for women and minorities 
was compiled as part of the RBS Project for Increasing the Participation 
of Women and Minorities in Education R&D. The project is intended to 
accomplish this goal through the identification of a new recruitment 
pool and the design and conduct of a program to provide training In the 
management of R&D functions. Thfe primary target audience is students 
in the Wharton M.B.A. program at the University of Pennsylvania. 
An internship model joined' with academic training addresses the 
particular needs of women and minorities for leadership role models, 
for supportive environment, and for access to leadership experiences. 

The purpose of the survey is found in the Documentation and 
Dissenination Component of the project: "to identify currently 
available programs. designed to address those needs related to the 
application of management skills to futtire education R&D work." ^ 
The reasons for this objective are twofold. 

First, the project is directed toward the specific problem of 
expanding opportunities for advanced levels of trairling in education 
R&D, with special emphasis on women and members of minority groups. 

^Research for Better Schools, Inc. RBS -project for increasing 
the participation of women and ^minorities in education r&d > Proposal 
^prepared for Dissemination and Resources Group, National Institute 
'of Education, Grant No. NIE-G-77-0030/ Washington, D.C.: 
Department of Health, Education and Welfare, 1977, p. 28. 



Several assumptions were made in writing the first major docunent of 

the pr-rject* The first of these reads as follows; "Educational R&D 

requires the same technical managerial skills as any other business 

organization,^'^ This survey is the second major document of the 

project, and is based on the aame principle* Thus, in order to 

determine the specific needs of women and minorities in education 

R&D, the project examined management training programs for woiaen and 

minorities in other business, academic, and industrial settings. 

Second, the project is directed toward developing and utillz»ing 

effective institutional approaches in the recruitment training and 

utilization bf, women and members of minority groups within R&D 

organizations. In particular, RBS hopes to employ project goals in 

terms of addressing its own institutional posture and staff development 

3 

needs In regard to these issues* An analysis of these selected topics, 
then, as found in the survey, was expected to serve as a source of ideas 
for project staff* In addition, the survey was to be instrumental as 
a management training program resource for the project interns. 



Research for Better Schools, Inc. Review of Literature on 
training needs of women and mindrrities in education r&d . Women and 
Minorities Training Project* Philadelphia, PA: Research for Better 
Schools, 1978, p. 2. 

3 

RBS has a special interest in promoting management training, 
experience, and a supportive institutional climate for women and 
minority groups. 
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II. Survey 

•Part 1; * Program ^umnaries 

The first part of the survey consists of concise summaries of 
approximately fifty management training programs for wonen and 
minorities sponsored by eighteen different institutions (Greater 
Philadelphia industries are not included in the above figure). "This 
information was gathered primarily by the project director's inclusion 
on appropriate mailing lists over the last several years, by keeping 
abreast of management training p^rogram literatui^e and sanding for 
relevant materials, and by referral. Programs date from 1973, 
though most were offered in 1975 or later. The largest percentage 
took place in 1977. / * " 

Because RBS is located in center city Philadelphia, it was 
decided that the investigation of management training programs, in 
terms of the particular staff development needs and interests of RBS, 
would be facilitated if the search was centered in, though not 
necessarily confined to, the metropolitan and suburban Philadelphia 
area. Together the programs comprise a coirprehensive survey of 

management training programs for women and minorities In Philadelphia 
colleges and universities', and in a variety of major local business 
and industrial settings. Also included are selected programs offered 
by colleges, universitieb, and various management training associations 
(i.e. the American Management Association) throughout the nation 
(See Appendix A) . 
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Aside from the gathering of previously accumulated material, 
initial inquiries took place in the summer and fall of 1977. ' Letters 
were written to various schools and management training institutions 
requesning information about courses, workshops, and seminars 
es^elTially designed for women and minority groups (See sanple letter 
on page 18 ) • All programs ^'are included in the survey except those 
designed for a general male/female audience, and those offered a 
non^executive management level.. "Managerial Skills for Executive 
Secretaries and Administrative Assistants," .for example, would not 
be included. 

SpDnsor Code 

The program survey (Part I - Appendix A) contains vital 
information about each program. (See exh'il)it 1, p. 6 ). Appearing 
on its own separate form, each program has been compiled by sponsor, 
all programs offered by a particular sponsor being listed together 
under a sponsor code letter. NTL Institute fcr Applied Behavioral 
Science (NTL), for example, has been given the code letter A. 
Therefore, all NTL programs will be found together ±n the 
"A Section" the sun'^y. A listing of all code letters can be found 
at the beginning of Appendix A. 

Program Code 

In addition to being listed by a sponsor code letter, every 
program is listed by its own program number. The program title 
'Bremen and Management," for example, is accompanied by the code Al. 
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This means that "Women in Management" is nuiriber 1 of the^NTL (or "A") 
programs ♦ Directly following the collection of NTL programs (A1-A5) 
the reader will find all programs listed by the U,S. Department of 
Ag^riculture (Bl) » ' Dartnell Institute (CI) and so on. 
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PROGRAM TITLE: 



SPONSOR: 



OBJECTIVES: . 

The goals tha( the participant is expected to have 
achieved upon completion of the program. In most 
cases these are taken directly from the information sent 
by the program sponsor. When not specifically listed, the 
objectives are inferred from whatever dpta are available* 



SELECTED TOPICS: 

The specific topics to be studied during the course 
of the program. These are taken directly from the 
source of program information. If no topics are 
listed in the program data, the reader will simply 
find "Not Specified" under that heading. 



FOCUS: 

Women 
Minorities 
Both 
Other 



□ 
□ 
□ 
□ 



The "target audience" of the progran^* Telis whether the program is 
intended for women, minorities, both groups, or otiicr special groups. 



PARTICIPANT LEVEL: 
Interested □ 
Entry Level □ 

Established □ 



DATl^ AND LOCATION: 
COST: 

SOURCE: " 



Women/minorities who are students or working women and who are interested in purbuiiii! a career in managemeni. 

Women/minorities who are about to enter management positions or who have recentl> filled nunagcineut 
positions (0-2 years). ^ 



Women specifically designated as "advanced" or "experienced" by the program sponsoi. Also includes women 
managers on a non-designated level, women with 2+ years management experience on any level, and women 
who havte completed prerequisite entry-level courses. 

0 

Cost of the progr£(m/in dividual. , 

Source of all above information. Also lists a contact person/address shuuld further inlormatiun be desired. 
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EXHIBIT 1 
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Part II; Program Analysis 

The second part was designed to examine the<f t^es 'and levels of 

programs that haye been offered to women and minorities. Iliis section 

was intended to provide some insight not only into available sources 

and levels of managfment training programs, but to reveal some 

areas of needs where proper training and guidance have been lacking. 

It was anticipated that by using these programs as acknowledge base, 

and by attending to i^the "gaps" or particular shortcomings in existing 

programs, the RBS internship model could better accomodate the needs 

of women and minorities preparing for careers in education R&D. 

Subject Categori es 

Initially^ selected topic titles (as found in Appendix A) 

were divided into general groups answering similar needs. Eventually 

these broad categories were further brpken down into more specific 

categories until finally the sorting resulted ,in the following 

twenty-four categciies with their accompanying definitions: 

Affirmative Action - i^opias having to do with affirmtive 
action laws as well as the implemantation of these lows. 
Also includes the Future of Women in Business and Women 
in Ihn'-traditional jobs. 

* 

Assessfnent oj Manager-Employee Performance - ^self appraisal 
for the manager and his/her employees^ standards of 
performance^ methods of evaluation^ and considering 
women for nan- traditional jobs. Also includes 
assessment in terms ^ of career goals and planning as 
opposed to evaluation of on-^the-^job ^perfomance. 

Building Effective 'Support Systems - building effective 
support systems both "in^-house" and from the outside » 



ERJC 



11 



Career Goals and Plan^iing - topics which are de^^ignecT 
to assist women in planning for the future wic^-* 
realistic goals. 

Communication Sk'iHs - subjects deaVwith improving 
writing and verbal skills that^ will lead tn more 
effective business communication. Also includes 
^communication skills which lead to improved 
manager /employee relations. » . 



Concepts of Management - topics deal with Managemerh ^ 
Theory oiid'With the functions and philosophies of \ 
management in terms of the corporate stnzcture. 

Decision making and Problem Solving - technique's and 
methods of making decisions and solving problemfs 
quickly gnd effectively. / * ^ 

Delegation topics are concerned^ with th^ delegation of 
authority and responsibility within the corporate 
structure » 

Finance and Budgeting - topics deal with managing the^ 
\ financial matters of a corporate structt^re. 

Interpersonal Skil/Ls -.topj.cs specifically marked 

"Interpersonal SkillQ^^ or '^Interpersonal Relations." 

\ 

Legal Consideration - dea mainly with such courses as 
"Legal Considerations /or Women Sicpervishrs." 

Management as a Woman - deals with spe.Hal difficulties 
and problems unique ^ to women in mcnu^ement. 

Management SlHlls (General) - deals witfi ma^iagemnt skills 
in oBf^eral . Topics haoe^such titled as "Increasing . 
Management Skills^" ^'Developing Managerial and 
Organizational skills." 

Managing People - how to manage employees effectively. • 

Managing Tim - how to ^nanag^ time effectively. 

14iscellairieou8 Man'agement Skills spdcific ihanagement 
skills listed together ^ because there is not 
enough of any one skill to provide separate 
categories . ^ ^ ' . 
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Motivation - methods of motivating employees to work 
productively. 

Organizational Response to Managers - hao the employee 
responds to managerial behavior. 

Power and Management - topics deal with power from a 
management perspective. 

ProfessiongZ Der^'^opment - sel f --development 'on^-the-Qob 
as opposed to career goals. 

Staff Development/Finding and Training Employees - 

methods of choosing and developing^ an efficient 

and effective staff. 

Style jmd Technique - The Effective Manager - styles and 
techniques for improving managerial effectiveness; 
helping the^ manager to develop his/her personal , 
ma^agemnt style. 

Tearrb)ork - team building and work group skills. 

rPartl'clpant Levels 

Each of the above subject categories is listed at the top of a 

form (form #2 as found in Appendix B — See exhibit 2, p.lO). The 

form is subdivided into the three participant levels of "interested," 

"entry-level," and "established." This permits the reader to see 

what types of courses under a particular heading are offered and on 

what levels. The course titles and corresponding levels are taken 

from the program forms in Appendix A. Under each of the levels is 

a listing of the appropriate code letter-title number (a), followed 

by a secoiid number (b) , which signifies the number of the selected 

topic (course title) of that program which belongs to that subject 

category (c) . To save the reader from constantly referring to 
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Appendix A, the selected topic titles appear alongside every coding in 
Appendix B» Where no selected topic titles have been listed, the 
appropriate program objective is used (d) . In cases where further 
information about a particular program is required, simply refer to 
the correct program survey in Appendix A. 



CATEGORY: 



Building Effective Support Systems 



INTERESTED 



kl-obj.jD To build effective 
support systems 
including women and 
men to facilitate 
' getting work accom- 
plished. 

<3» 



ENTRY LEVEL 

Al-obj. 3 To build effective 
support system:^ 
including women and 
• jnen to facilitate 
getting work accom- 
plished. 



A2-3 



A3-5 



A4-5 



F4-2 



G1.6 



ESTABLISHED 

Al-obj. 3 To build effective 
support systems 
including women and 
men to facilitate 
getting work accom- 
plished. 
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The Development and 
Utilization of Support 
Systems. 

Building a Support 
Network. 

Building a Support 
Network. 

Political Strategies - 
Building a Support 
System. 

The Supportive 
Manager Workshop. 

Support Systems 
(Overcoming Obstacles 
to Mobility). >^ 

c 



A2-J The Development and* 
'Utilization of Support 
, Systems. 

F4-2 Political Strategies - 
Building a Support 
Network. 

Hl-9 Support Systems 

(Overcoming Obsta- 
cles to Mobility). 



EXHIBIT 2 
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^- 111. Findings 
. The search for management training programs addressing the 
management training' needs of women and minorities was begun with 
the following expectations: 

1. there would be a substantial number, and variety of 
management training programs addressing the needs 
of women and minorities in management* 

2. there would be a number of specific courses geared 

for women and mir.orltles on all three participant levels* 

In reality, however, management. tralnii>g, programs, disappoint both 



these expectations: " 

1* Rarely are the training needs pf both women and 

minorities addressed in management training programs* 
(Indeed, rarely are t\ ^ needs of minorities alone 
addressed in management training programs*) 

2* Although a number of courses have been offered to 
women in entry-level management positions, there 
are few courses offered expressly for either the 
prospective managerial candidate or the manager 
on a more advanced level* Most programs are 
directed toward no specific audience, but to a 
rather nondescrlpc "any and all women in management." 

Thus, it is clearly implied that if, indeed, women are considered 
to be managers at all, they are considered to be so on a low and 
elementary level* 

As revealed in Part II of the survey, the subject areas most 
frequently offered Include such subjects as Management as a Woman, 
Concepts of Management, and Decision Making and Problem Solving* Among 
those on the opposite end of the scale are such areas as Finance and 
Budgeting, Professional Development, Power and Management, 
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Managing Time, and Assertiveness Training* It is evident, therefore, 
that althou^ iBanagement training progranis do address many important 
areas, many vital topics are largely neglected. 

It is also noteworthy that "established" does not necessarily 
mean "advanced." Many times, for exaii?)le, it refers to a position 
in management ^for an extended period of tims. Apparently it is often 
presumed that women in management do not advance to high level 
positions. It is perhaps also noteworthy that an "advanced level" 
program in a sponsor's terms could be a significantly different level 
in th'e^view'of 'the-management trainee* -This might particularly hold 
true in programs which urge women on all three levels to attend. 

On the whole, management for women and minorities, particifiarly 
in light of their special problems and needs, is a somewhat new and 
experimental field. . There is much to be learned before adequate 
tral,ning programs can be provided. The current trend, nevertheless, 
as revealed in the majority of training programs in both university 
and industrial settings, is to establish no differentiation 
between men, women, and minorities in management training. Affirmative 
Action laws, indeed, now require the admission of candidates to such 
programs without regard to sex or race. 

^ Upon the .couple tion of the survey, all sources were again contacted 
and thanked for producing whatever information as provided. Project 
information was reiterated, and sources were requested to continue 
sending "updates" of their program information. Those who had been 
personally contacted received such letters as found on p* 15. 
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Those \fcio had been dealt with by written cotnmunication only, received 
such letters a& found on 16. 



industries were informed of project plans and asked for pertinent 
information about their particular management training programs. See 



To date, RBS has not yet received replies from a number of 
these industries. When sufficient time has passed for all such sources 
to reply, the results will be compiled and placed in an addendum 
to the survey. ^. 

Circumstances for women in the world of manageilient are slowly 
icproving. At the very least, they are now permitted to enter a 
traditionally male (indeed, wliite male) society. Many programs, 
though not specifically geared to women and minorities have been 
opened to them, largely because of the heretofore mentioned affirmative 
action laws. Progress .has also been made singly in that several 
programs for women in management have been made available. 

Availability of programs, however, should not be considered evidence 
that the underrepresentation of women and minorities in top-level 
management is on its way to total rectification. Quality is also an 
important factor when appraising the overall situation. Although 
several programs are available, they do not necessarily meet the 
special needs of women/minority groups. Perhaps now it is time to 
begin some evaluation process to examine these programs and ascertain 
just how worthwhile they really are. 



Finally, several major metropolitan and suburban Philadelphia 



sample letter, p. 18. 




Based on the specific data given in the Management Prosram 
Survey, one could conclude that the majority ^of existing management 
training programs do address many of the needs of women in entry- ^ 
level positions^ they rarely address the' needs of minorities "at all. 
Furthermore, there are^ relatively few programs, courses, seminars 
designed for women who express an initial interest in management 
careers. Most lacking, however, are programs for women in top-level 
management positions* 
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Having spoken to you some time ago about management ^training 
programs sponsored by - - , in 

reference to our experimental management training program at RBS, 
I wish to thank you for sending Information about 

As i explained in our conversation, the RBS program consists, of 
the development cf an intefship model for M.B^A. students at The 
Whart<^ School, focusing on the special needs of women and min- 
orities* Because it is an e:q)erimental program, we are finding it 
\ helpful to examine management training- programs such as yours, in 
other business, school, and industrial settings - particularly 
programs which are. glared toward the special needs nad interests 
of women and/or minorities. Eventvially, this infprmation wi^l be 
compiled in a survey of recent and Currently available management 
training programs for women and minorities. 

I thank you again for the Information you have kindly sent. 
Any similar data on other workshops /seminars /courses currently 
mderway or in the planning stages would be greatly appreciated. 

Sincerely, 
^feredith Aut 

Women and Minorities Project 
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In response to an RFP presented by the National Institute of . 
Education, Research for Better Schools (RBS) has written and received 
funding for its proposal addressing the general problem of wovnen and 
minority underrepresentation in educational Research and Devolapment, 
The RBS proposal is directed specifically toward expanding opportuni- 
ties for 'advanced levels of training in educational Research and De- 
velopment, particularly that of promoting management training, manage- 
ment experiences, and a supportive institutional climate Cor women and 
minority members. 

'RBS, in conjunction with the Wharton M.B.A. program, is developing 
an internship model for M.,B.A. students. This model will bring Wharton 
students into RBS as managerial interns and will address the particular 
needs of women and minorities for leadership role models, for suppor- 
tive environment, and for access to leadership experiences. 

Because it is an experimental program, and because it is the 
first of its kind in RBS, we are finding it helpful to examine manage- 
ment training programs in other business, school, and industrial set- 
tings. I have been most interested in information I have received 
from in particular. 

Eventually, this as well as information from various other 
sources will be compiled in a survey of recent and currently available 
management training programs for women and minorities. - 
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For this reason, I would appreciate any additional information 
both now and in the future, on other workshops/seminars/courses 
currently underway or in the planning stage's. \ 

Thank you for your assistance in our endeavor. 



Sincerely, 



Meredith I. Aul ^ 
Associate 

Women and Minorities Project 
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In response to an RFP presented by .the National Institute of Educawion, 
Research for Better Schools (RBS) has written and received funding for 
its proposal addressing the general problem of women and minority under- 
representation in educational research and 'development . The RBS proposal 
is directed specifically toward .expanding opportunities for advanced 
levels of training in educatipnal Research and ^Development, par/*icularly . . 
that of promoting management training, management experiences, and a 
supportive institutional climate for women and minority group members. 

RBS, in conjunction with the l^arton M.B.A, program, is developing an 
internship model for M.B.A. students. This. model will bring Wharton 
students into RBS as managerial interns, and will address the particular 
heeds of women and minorities for leadership role mod-^ls, for supportive 
environment, arid for access to leadership experience. 

Because it is an experimental program, and because it is the first of its 
kin 4 in RBS, we are finding it helpful to examine management training 
programs in other business, school, and industrial settings. For this 
reason, I am requesting any pertinent information such as pamphlets and 
program/course (inscriptions of management training programs offered to 
entry/advanced level employees under your direction. 

I am particularly interested in management programs' which focus on the 
Special needs of women and minorities, however information concerning any 




22 



program offered which inclXides the-^e* groups will assist us in our 
-endeavor. This information will used as part of a survey on 
recent and available Management Training Programs, with special 
reference to available management programs for women and minor- 
ities. Any appropriate information would be greatly appreciated. 

Thank you for your cooperation. 

Very truly yours, 



Meredith I. Aul 
Associate 

Women & Minority Training Project 
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Appendix A: Program Summaries 



INDEX 

Page 

A - NTL INSTITUTE FOR APPLIED BEHAVIORAL ' SCIENCE (NIL)/ 1 



. *A1 Women and Management* ♦ ♦ - ^ 1 

A2 ,Women and Management 2 

o A3 Women as"^ Managers ^ 3 

A4 Women in ^Organizations. • A 

A5 On Becoming Whole: ' .* * 5 

B - U.S. Department of Agriculture. / ; / 6 

Bl Management. Skills Workshop.'. \ 6 

C " Dartnell Institute ' ^ .... , 7 

CI Effective Management for Women 7 

D " Iramaculata College ^ * . . 8 

Dl Women In Management. . / , ; 8 

E ^ St. Mary-of-the-Woods College . • ♦ ♦ 9 ' 

El Lily Conference on Management Programs for Women. • ♦ ' 9 

F - American Management ^«^soclation (AMA) 10 

Fl Management Skills and Techniques 10 
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> ' . , " ^^^^ 

F2 "Hew Succeed 'in a Manager's 'World. . . Women Managers and Administrators: 

Management Training and Development. . 11 

F3 Accounting Management for W^me^n Financial Managers 12 

F4 Management Skills for Women: Integrating You Are With What You. Do. . . / 13, 

F5 Business Essentials for the Woman Manager ' / * • 

F6 Development Seminar for the Wonian Manager in a Changing Environmenc 15 

F7 Management Skills for New First-Line Woman Supervisors and Administrative 

Assistant?* • • ♦ ♦ . ^ ' > . ♦ . 17 . 

F8 Assertiveness Training for First-Line Women Supervisors ^ 19 

F9 What First-Line Supervisors Jiust Know and Do About Equal Employment and 

Affirmative Ac*;ion I >. . ♦ . 20 

FIO Management Concepts and Skill For Women Financial Managers 21 

Fll Self-Development Strategies For the Black Executive 22 

F12 Self-Development Principles for New or Prospective Black ^ianagers. 23 

F13 Wpmen in Management: " Building Job and Life Management Skills / ^ 2A 

FIA AMA's Development Seminar For the Woman Manager in a Changing Environment, . . . 25 
F15. Management Skills for Nev First-Line Womeo Supervisors and Administrative 

Assistants^. .* , 27 

- Westinghouse Corp. 29 

' Gl Women in Management " . 29 

- Woaien's Training and Resources Corp ' 30 

Hl"^ Management Awarene-»s ^ , 30 

Rutger s University ^ ^ 31 

II Managerial Skills ^ , • . ' 31 
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Page 

>i r-' Drexel University • • • * • 32 

Jl Womeil in Management Seminar. . / ; 32 

32 Assertiveness Skills for Women in Business. . . 33 

'J3' -A New Perspective for Women and Minorities 34 

University of Pittsburgh.. ;^ 35 

KI . llana^SDient Skills for Women Supervisors and Administrative Assistants 35 
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SPONSOR: NTL 



OBJECTIVES: 



1. To expand their repertoire of managerial 
and organizational skills such as decision 
making, problem solving, supervisory skills, 
running meetings, dealing with power'," etc. 

2. Reduce the isolation among women by exper- 
iencing trust and respect for other women. 

3. To build effective, support systems includ- 
ing women and men to facilitate getting 

-work accomplished. 

4. To change dysfunctional, self-limiting 
behaviors such as deference and dependency, 
conflict avoidance, relikctance to be as- 
sertive, etc., and begin to develop more 
effective personal and managerial behav- 
iors leading to increased organizational 

DATE AND LOCATION: impact and reward, 

ix three-day sessions, 

975, in six major cities- 5. To develop meaningful career plans and 
cross the nation. aspirations. 
COST: 

$185 . . 

"OURCE: 

Vomen*s Development Programs for 1975" (pamphlet) 
ren Stone Terniko 
L Institute 
.0. Box 9155, Rosslyn Station 
rlington, Va. 22209 
03-527-1500. 

BS Women and Minorities Training Project 
. 1 12/77 



POCUS: 

Women ^ 

Minorities Q 

Both D 

Other [3 

PARTICIPANT LEVEL: 
Interested 
Entry Level 
Established 0 



ERLC 



PROGRAM TirLE: 



Women and Management A2 



SPONSOR: 



NTL 



FOCUS: . 
Women 
Minorities 
Both 
Other 



□ 
□ 
□ 



OBJECTIVES: 
Not specified* 



PARTICIPAirr LEVEL: 

Interested C3 
Entry Level 2! 
Established IS 

DATE AND LOCATION: ' 

5 three-day sessions, 1976, in 

4 major cities across the nafion. 



SELECTED TOPICS: 
1, Women in Authority. 



2. 



3. 



Organizational Response to Women in ^ 
Managerial Positions. 

The Development and Utilization of 
Support Systems. 

Managerial Skills for Women; for example: 
assertiveness training, the utilization 
of conflict, techniques for decision- 
making, problem-solving, running a meeting, 
building a team, supervising. 



COST: $185 

SOURCE: "Women's Development Programs and Week-end Workshops." (Pamphlet) 



(See: "source" 



- Al for contact information). 



RBS Women and Minorities Training Project 
F. 1 12/77 
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PROGRAM TITLE: 



Women as Managers A3 



SPONSOR: NTL* 



OBJECTIVES:. 



SELECTED. TOPICS; 



FOCUS: 

Women |^ 
Minorities D 
Bot;h 



Other 



□ 
□ 



PARTICIPANT LEVEL: 
Interested Q 
Entry Level 0 
Established a 



1. To aid women in understanding the 
^ dynamics of women in^ organizations 
"so that she will be able to utilize 
her own expertise and creativity In 
her job responsibilities. 



1. Managing Differences - particularly 
ethnic and cultural differences • 

1. Power* - personal, organizational, 
and systematic. 

3, Being in a Numerical Minority, 

4, Collaboration and Competition with 
Men and Women, 

5, Building a Support Network, 



DATE AND LOCATION: ^-^^^ three-day seminars, 1977 in five cities. 



COST: $200 

SOURCE: "Weekend workshops and Programs for Women - 1977," p. 15 (pamphlet), 
(See: "source" - Al for contact information)- 

»*NTL suggests that the strongest program for women in organizations is a cqmbination of this program and 
the Management Work Conference , a one-week program for both men and women. 



RBS Women and Minorities Training Project 
F. 1 12/77 



PROGRAM TITLE: Womeir in Organizations A4 (same, as A3) 



SPONSOR: 



NTL* 



OBJECTIVES: 



SELECTED TOPICS: 



FOCUS : 

Women jgj 

Minorities Q 

Both ' D 

Other Q 

PARTICIPANT LEVEL: 

Interested Q 
Entry Level ^ 
Established D 



1. To aid women in understanding about 
the dynamics of women in organizations 
to Increase utilization of, individual 
expertise and creativity in job 
responsibility. 



1* Managing Differences - particularly 
ethnic* and cultural, 

2, Power - personal, organizational, 
and systematic. 

3* ^ Being in a Nu4'nftrical Minority, 

4, Collaboration and competition with 
Men and Women, 

5, Building a Support Network, 



DATE AND LOCATION: Five three-day sessions, 1978, in five major cities. 



COST: ^$200 

SOURCE: "1978 Programs" ^booklet) ^ ^ ^ 

ViTL Institute for Applied Behavioral Science, p. 13, ~ Gail Curran, Program Manager or Virginia Sprecher 
(see A3 for address) ' ' 

703-527-1500 

*NTL suggests that the strongest program for women in organizations is a combination of this program and the 
Management Work Conference in Interpersonal Competence , a one week program for both men and women. 

RBS Women and Minorities Training Project 
^F. 1 12/7? 
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PROGRAM TITLE: 
SPONSOR: NIL 



On Becoming Whole: Pei^sonal Growth for the Achieving Black Woman A5 



OBJECTIVES: 

1,. To offer a unique opportunity to the 
black woman senior professional for 
/ a period .of self renewal and personal 
growth with a groiip of *^ersons who 
FOCUS: ^ V ' share her position as an able person 

' . * and achieving professional-. 

Women . Kl**' 

Minorities D ' ; 

Both ^ ' . □ ^ f 

Other S * • ' , ^ ' 'V 

PARTICIPANT LEVEL: 

Interested Q ^ 
Entry Level \^ 
. Established (S 

DATE AND. LOCATION: November 12-18, 1978 ~ Atlanta, Georgia, 



SELECTED TOPICS: 
Not specified. 



COST: $500 

SOURCE: ' . • ' 

"1978 Programs" (booklet) . • . . 

NTL Institute for Applied Behavioral Science,- p, 7 , - 

Margaret Jamec-Neill, IJTL Institute, P.O. Box 9155, Rosslyn Station, Arlington, VA 

616-381-9A60 (for program, content and methodology) 

703-527-1500 (for procedure) ^ . ■ , 

EES Women and ^Hnorities Training Piojeot \ 
F. 1 12/77 ' , ' ^ 



22209 
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SPONSOR: 
6radu£^te School 

U.S. Department of Agriculture 



FOCUS ! 



Women 

Minorities 

Both 

Other 



SI 

□ 
□ 

□ 



PARTICIPANT LEVEL: 

Interested £Q 
Entry Level JjJ 
Established G3 



n 



OBJECTIVES: " 

1. To Increase managerial knowledge 
^ and skills. 

2. To strengthen skills in problem 
identification, analysis, and 

the techniques of problem-solving. 

3* To^ learn and practice decision- 
making, team buiJ.ding, competition 
and Cooperation: 



DATE AND LOCATION : 



A three-day seminars: 1978 yjln Newark, 'New Jersey; 
Princeton, New Jersey (2) ; Tand Phila. Pa. 



SELECTED TOPICS: 

1. Increasing Managemenj: Skills, 



COST: $165 

SOURCE: "Management Skills Workshop - a - Three-day Program for 'Women." (Pamphlet) 
Graduate School, .U.S.D.A. 
. 277 National Press Bldg, 
529 lAth St., N.W. , . ' ' ^ 

Washington, D. C. 200 A5 
, Phone: Ms. Leslie Bobrowsky - 202-A47-32A7 

/ Ms. Marlene Mainker 201-277-3675 ^ 

EES Women and Minorities Training Fro j eat 
F.,J 12/7? 



^- E^OGSAM TltLET: 



Effective Management for Women 



CI 



SPONSOR: 

The Dartnell Institute of 
Management 



FOCUS: 

Women ^ 

' Minorities □ 

Both □ 

Other ■ □ 

PARTICIPANT LEVEL: 

Interested Q 

Entry Le\^'el £1 



OBJECTIVES: ' ^ 

To provide infonnatiori to help 
women ^nd organizations deal 
with issues unique to women in 
management • 

To provide women w \n 
opportunity to. imp^ e their 
managerial abilities* 



.Established SI 

DATE 'AND LOCATION: Fifteen one-day seminars, 1975, in fifteen 

locations across the U.S. and Canada^ 



COST: $95/individual'— 10% discount if three or more individuals 

attend! from one company. 
SOURCE:' ] ' , ' 

"Effective ^|anageme^t for Women" (pamphlet) . 
Eugene Dombi|Owski*, Vice President 
The Dartnell Institute of Management 
4652 Ravena^ood. Avenue 
Chicago, 111. is 0640 
312-.561-4000 ' 

HBS Women dnd Mirfovities Training Projeot 
F. 1 'l2/7? 
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SELECTED TOPICS: 

1* Dealing with Obotacles to Advancement 
that are -Unique ^to Women. 

2. How to Deal .with On-the-Job Barriers 
to Advancement. 

3. How to Reduce Barriers to my Advance- 
ments y 

A. Developing Managerial Skills. 

5. Improving Performance Through 
Motivation. 

6. -Communication - If People Would Ouly 
Listen. 

7. Building Teamwork - The Woman as a 
Leader , 

} 
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•PROGRAM TITLE: 



Women in Management 



Dl 



SPONSOR: 
Evenliig Division, Immaculata 
CoJilege \ ^ . 



f FOCUS: ' ' 
Women 



Minorities 
Both 
Other 

^^TICIPANt LEVEL: 
Interested 
' Entry Level El 
Estahlished \Sl 

DATE AND LOCATIOIT: 




pBJEGTIVES: 

1. Ta increase participa*nt *s- 
' potential for management 
and supervision, .and* to 
upgrade their leadership, 
supervisory, and manage-" 
ment skills. 



Series riihs from September 1976 - May 1977 
at Immaculata College." 



COST: $50 per 'seminar or $250 for all 8 seminars. ' " 

V ' 

SOURCE:" "Introducing a Seminar Series on Women in Management." (flyer) 
Sister Hos^ - Marie * * ; 

• Evening 'Division . . 

' Immaculata Coll'ege 
. Immaculata, Pa. 19345 



^BBS Women and Minorities Training Project 
\ F.^ 1 lZ/7? 



-SELECTED TOPICS,:' : - 

^1. Management^ Briefing- for Women. 
'2, Challenge of Leadership. 
3. Developing Executive -Skills. 



-4. Managing Your Commtmication Skills. 

5. Managing Management Jime. 

6. The Mana|ement of Human Resources. 

7. Effective Delegation. 

8. Overcoming the Odds: Great Changes 
. and New Chances. 
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PROGRAM TITLE: 

SPONSOR: 

St. Mary-of-the-Woods 
College and Association 
of American Colleges 



Lily Conference on Management Programs for Women El 



, • OBJECTIVES: 
To explore the role of the Women's 
College in the development of the 
woman manager* 



1- 



FOCUS: 



-Women- 



2. To propose' an organizational model for 2, 
a network of women's colleges -to serve 
this management education function. 



SELECTED TOPICS: 
A Macroscopic View of the Traditional Role, 
Function and Place of Women and How and why 
that has changed over the last few years. 

Women in Management, Corporate Experiences 
and Expectations at First National Bank 
of Arizona, Phoenix; New England Telephone 



Minorities D 
Both ■ 

Other □ 

PARTICIPANT LEVEL: 

Interested ^ 

Entry Level ^ 

Establishefi S 



DATE AND LOCATION: 



June 5-7, 1977 at St. Mary- 
of the Woods College 



COST: Unspecified. 

SOURCE: "Summary report Lilly Conference on Management Programs 
^ for Women, June 5-7, 1977." (booklet) 
Sister Jeanne Knoerle, S«P., President 
St. Mary-of-the-Woods College 
St. Mary-of-the-Woods, Indiana 47876 



Co. 



5. 



Boston; and at CBS, N.Y.C. 



The Traditional Business SchooL's Function 
of Training Women for Management. 

Women's Educational Needs and Why the 
Women's Colleges are particularly equipped 
to meet them. 

A' Proposed Nefwork of Women's Colleges to 
offer a range of short term seminars to 
one-semester intensive management programs 
to degree-granting programs to educate women 
in their role for management and how it 
would be administered, funded, and operated. 



HBS Women .ind MtKorities Ti'aininy li^ojeat 
F. 1 12/^7 
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PROGRAM TITLE: 
SPONSOR: AMA 



FOCU$: 



Jonfen 



Minorities 

Both 

Other 



Management Skills and Techniques 



Fl 



□ 
□ 

D 



PARTICIPANT LEVEL: 

Interested Q 
Entry Level 0 
Established D 

DATE AND LOCATION: 



OBJECTIVES: 



SELECTED TOPICS: 
1, Concepts of Management. 



1* To teach Fianagement 
skills and techniques 
in the following selected 2. Making the move iip to Supervisory Management/ 
topic areas I 

3. Cultivating Effective Employee Relations. 



5 three-day sessions, 1975, in 
New York, Chicago and San Francisco, 



D^elOping interpersonal bKiiis. 

5. Training and Developing Employees. 

6. Motivation - Key to Productivity. 

7. Creative Problem-Solving and Decision-Making. 

8. Legal Considerations for Women Supervisors. 

9. Psychological Aspects - Attitude Problems 
Unique to the Women Supervisor. 



COST: $380 AMA "Members 
$440 'Non-members 
' SOURCE:' 

"Her First Management Job can be a Blue Chip Investment When - " (pamphlet) 

American Management Associations 

The American Management -Associations Bldg. 

135 W. 50th St. 

New York, New York 10020 ~ Phone: 212-586-8100 

212-246-0800 as of 2/78. 

R5S Women and Minorities Training Project 
F. 1 12/77 
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"How to Succeed in a Manager's WorI<f." Women Managers and Administrators: Management Training 



PROGRAM TITLE: - r, — > 

ana Development e^. 

SPONSOR: AMA ^ OBJECTIVES: 



FOCUS: 



Minorities Q 

Both D 

Other Q 

PARTICIPANT LEVEL: 
Interested 

Entry Level ^ 

Estab"*ished D 



1. To present practical case 
applications,^ concepts, 
techniqxies, skills, and 
practice sessions , includinj 
question-and-answer periods 
and small group discussions 



-X)n*niiaTra^inetnr'tYaining and" 
development. 



DATE AND LOCATION: 



Six - 3-day sessions, 1975, in 
Dallas, New York, Los Angeles, 
Boston and Chicago. 



COST: $380 = AMA Members 
$440 = Non-members 
SOURCE: 

"How to Succeed in a Manager's World." (flyer) 
See "source" - Fl for contact information. 



SELECTED TOPICS,:. 

1. Concepts of Management'.* 

2. The Duties and Responsibilities of the 
."Administra for/Manager . 

3. Process of Problem-Solving and Decision- 
flaRing .~ ■ c 

4. Problems and. Pitfalls of the Woman Manager, 

5. Mastering the Skills of Managing People - 
Human Relations and Motivation. 

6. Communicating with Today's Workforce. 

7. Developing Your Personal Management Style. 

8. Living with Budgetary Constraints. 

9. Legal Considerations for Women Managers. 



EBS Women and Minorities Tx^aininy Pvojeov 
F. 1 l2/?y 
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PROGRAM TITLE: 
SPONSOR: AHA 



Accounting Management for Women Financial Managers F3 



FOCUS : 



Women 
Minorities 
Both 
Other 

PARTICIPANT LEVEL: 
Interested 



Entry Level 
Established 

DATE AND LOCATION 



□ 
□ 

o 
□ 



OBJECTIVES: 

To provide in-depth, comprehensive instruction 
of tested management principles, methods, and 
techniques, including exercises and participa- 
tive project sessions. . Special benefits 
include : 

-4-^— How~tp~coatrol!^yjoiiii^tlme^aa 

9 

2. Setting standards for new accounting 
personnel. 

3. How to motivate your employees. 

4. Learn and discuss how to administer 
your staff. 

5. How you will be judged as a manager. 



SELECTFJD TOPICS: 
1* Organization ^nd Function of the 
Accounting Department. 

2. Organizational Background. 

3. Management Techniques - Communication: 
A Manager's Basic Tool. 

4. Delegating Responsibility. 

5. Personnel Administration - Staffing 
the Department, Staff Development 
Techniques, Salary Administration. 

6. Motivation and Communication. 

7. Standards of Performance. 

8. Performance Appraisals for Managers. 



Four 3-day sessions - 1977 in New York, 
San Francisco, and Chicago. 



COST: $450 AMA Members 
$520 Non-members 

SOURCE: 

"AMA Management Development Guide," July-December 1977, p. 228. (catalog) 
(See "source" - Fl for contact information) 



HBS Women and Minorities Training Project ^ , ' r " 

F, 1 12/7? ' * ' 1*^ 
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PROGRAM TITLE: 



Management Skills for Women: Integrating VJho You Are With What Irou i/o f4 



SPONSOR: 



AHA 




PARTICIPANT L^VEL: 

Interested^ Q 
Entry LevelX^EI 
★Established 81 



OBJECTIVES: 



SELECTED TOPICS: 



To provide in-depth compreliensive instrliction 1. Turing in to Your Corporation's Goals and 
of tested management principles, methods and Expectations.' 



techniqties including exercises and partici- 
pative project sessions. Special benefits 
include : 

1. Films on creativity and future shock. 

2. Life planning sessions. 

3. Speciar. workbook to reinforce learning 
process. 

4. Experiential learning through small . 
group work sessions. ^ ^ - ' . 

5. Video tape learning sessions, 
(women with 2-5 yrs. experience) 



2. Political Strategies - Building a Support 
System. 

3 . Compe ti t ivene ss/ Asser t tvene ss/ Vis ibili ty 
•as a "Means for Promotion. 

4. Self Assessment as it is Related to Goal 
Setting, Career and Life Planning. 

5. Wopk Group Skills - Getting Results through 
Interactions with Peer Groups, Subordinates, 
Siiperiors . 

6. Balancing the Demands of Work and Private • 
Life. 



DATE A]^'') LOCATION* 4\three-day sessions' - 1977 at New York, San Francisco, 

Chicago and Atlanta. ' 

COST: ^^^^ ~ niembers $490 Non-members. 

SOURCE: Same as. F3 (see "source" - Fl for contact information) 



BBS Women and Minorities Training Projeot 
F: 1 12/7'' 
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PROGRAM TtfLK: 



Buslnsss Essentials for the Woaaii Manager 



F3 



SPONSOR: 



AMk 



FOCUS: 



Women' 
MinofiLios 
Boch 
Other 



□ 
□ 
□ 



PARTICIPANT LEVEL: 
Interested Q 
Entry Level □ 
Established 



. ^ OBJECTIVES: 
To provide an in-depth, comprehensive in- 1. 
struction of tested management principles, 
methods and techniques. Including exercises 
and participative project " sessions • Special * ^ 
benefits include : 



1. A "hands on"''practicaL. approach to quanti- 
tative business decisions affecting 
bottom line, 

2. An intense "week-long" experience to de- 
velop an understanding of how organiza- 
tions are run* 

3. Learning 'how to project plans proposals 
for maximum impact* . 

4. Learning to analyze company financial ^ 
reports* 



3* 
4* 

5* 
6* 



SELECTED TOPICS: 
An Over-view of the Basic Business Functions 
and Their Interrelationships within the 
Organization. 

Planning — How Corporate Strategies are ' 
Developed . 

Budgeting >and Controls, . 

Learning .to Read*^ Use and Generate Basic • 
Financial Reports-* 

Principles of Money Management* 

Translating Effective Business Decisions * 
to Peopie Management* 



DATE AND LOCATION: One 5-day session in New York, 1977* 



COST: $570 AMA Members $655 Non-members 

SOURCE: Same as F2 (see "source" - Fl for contact inform^ition) 



Wantj). jL^'d tYinoir ties ?>*airdng tvojebt 



1^2- 




PROGRAM TITLE: Development Semi nar for the Woman Manager in a Changing Environment F6 . 
SPOJISOR: AKA 



FOCUS:, 

Women _ 
Minorities > □ 
[ ' Both □ 
* ^ Other □ 



PARTICIPANT LEVEL: 

Interested Q 
Entfy^ Level ^ 
Established D 



OBJECTIVES: • • . 

1. To ^develop an increased awareness of 
organizational sturctufe ^f rom bottom 

to top . - s 

2. To probe more 'deeply into human be- 
havior to help "ybUr responses to * 
top management and to cope with peers 
and subor'dina.tes . * ^ 

3. To develop more expertise in appraising 
performance of those who work^ for you, 

4. To learn budget analy^s, 

5. To learn effective and forthright com- 
munication skills . 



SELECTED TOPICS: ' 

1 . The Wouian Manager in a Clianging Envi-ronment . 

2. The Management Planning Cycle. 

3. Communications -'"A Keystone to Management 
Ef f ec tivene s s . " 

'4. Evaluating and Appraising Performance, 

5. Le^al Considerations for the Manager. 

6. Creative Decision-Making as a Management 
- , , Responsibility.- ^ 

7. -Strategies for Career Advancement. 



6, To learn to plan and organize your work' 
lo^d as well as that of others. 

(Continued on the following page) ^. — 

> 

DATE AND LOCATION: * Three 3--day sessions 1976 in Boston, Chicago and' New Yprk, 

Six y-day sessions - 1977 in Seattle, Boston, Los Angeles, Chicago and New York (2).- 



COST: $425 members 



$490 Non-members* 



SOURCE: "ma's Development Seminar for the Woman Manager in a Changing Environment." (flyer) ;..AMA's Management 
Development Guide. July-December, 1977, p. 228. 
' (see "source" - Fl for contact ^information) , 



BBS' Women and Minorities Training Vr'ooedt 
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PROGRAM TITLE: 
SPONSOR: 



Development Seminar for the Woman Manager in a Changing Environment F6 



FOCUS: 



Women 
Minorities 
Both 
Other 



□ 
□ 
□ 
D 



PARTICIPANT LEVEL: 

In teres ted O 
Entry Level □ 
Established □ 

DATE AND LOCATION: 



COST: 
SOURCE: 



OBJECTIVES: 

?• To learn to make quick, responsible decisions^ 

8, To learn to handle "Neanderthal" opposition, 
insubordination, office politics, unfair 
discriminations-. 

9» To prepare for career advancement » 



SELECTED TOPICS 



Women jy^d Minorities Training Project 
F. 1 12/7? 
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PROGRAM TITLE: 



SPONSOR: AMA 



Management Skills for New First-Line Women Supervisors and Administrative Assistants F7 



FOCUS: 



Women 
Minoritie's 
Both 
Other 



□ 
□ 
□ 



PARTICIPANT LEVEL: 

Interested Q 
Entry Level |3 
- Established O 



OBJECTIVES: 

To present practical case applications, concepts • 
techniques, skills and practice sessions, including 
question-and-answer periods and small-group discus- 
sions. Special benefits Include: 

1. Discussion of the problems faced by the employee 
mooring from the labor force into a- supervisarsr 
position and the new responsibilities -she carries 
as a mamber^of management. 

2. Instruction in the skills of planning, organizing, 
delegating, supervising and coni:rolliag. 

3. Discussion of * the techniques to utilize in train- 
ing and developing employees. 

4. Review of effective motivational techniques for 
increasing worker productivity. 

(Continued on the following page) 



SELECTED TOPICS: 

1. Psychological Aspects - Attitudes... 
Problems Unique to the Woman 
Supervisor. 

2. Management Principles and Techniques 
. for the Supervisor.' 

3. Process of Problem-Solving and 
Decision-Making . 

4. Cultivating Effective Employee 
Relations. 

5. Developing Interpersonal Skills. 

6. Motivation - Key to Productivity. * 



DATE AND LOCATION: 



Eleven 3-day sessions 
and Canada. 



1977 in 9 major cities in the U.S. 



COST: $425-AMA Member 



$490 - Non-member 



SOURCE: AMA*s Management Development Guide. July-December 1977, p» 229. 
(see -"source" Fl for contact information) 



RBS Women and Minorities Training Project 
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PROGRAM TITLE: Management Skills for New First-Line Women Supervisors and Administrative Assistants F7 



SPONSOR: 



FOCUS: 

Women Q 

Minorities Q 

Both D 

Other D 

PARTICIPANT LEVEL: 

Interested Q 
" Entry Level 
Established D 

DATE AND LOCATION: 



OBJECTIVES: 

5. Creative problems-solving 
. develppment session. 



SELECTED TOPICS: 



career 



6. Project sessions to assist registrants 
in exchanging helpful procedures with 
their counterparts in other companies. 



COST: 
SOURCE: 



EBS Women and Minorities Ti^aining Pvojeat 
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PROGRAM TITLE: 

/ 

SPONSOR: AMA 



r 



Assertiveness Training for First-Lln^ Women Supervisors 



F8 



FOCUS: 



\ 



^ Women 
Minorities 
Both 
Other 



(SI 
□ 
□ 

□ 



PARTICIPANT LEVEL: 

Interested Q 
Entry Level g| 
Established S! 



OBJECTIVES: 

To present practical case applications, 
concepts, techniques, skills and practice 
sessions, including que stion-and- answer 
periods and small-group discussions . * 
Special benefits include: 

1'. The' provision of participative ex- 
ercises including 'small group work, 
case study analysis, and role plays 
to examine individual attitudes and 
, behavior. 



SELECTED TOPICS: 

1. ^ Relationship Between Social Milieu and 

and Female-Male Roles. 

2. Assertiveness Training: Principles and 
Practices. 

3. Consciousness Raising with Others to Achieve 
Success in Management. 

4. Developing Interpersonal Skills to 
Assertively Communicate with Others. 

5. Perspnal and Professional ^Self-Development 
for Women. 

6. Legal Considerations for Women Supervisors. 



DATE AND LOCATION: Four 3-day sessions in Chicago, New York, Atlanta and Houston, 1977. 

Four 3-day sessions in Los Angeles, Houston, New York, and Denver, 1978. 



COST: $425 - AMA Member 



$490 - Non -member 



SOURCE: Same as F7. (see "source" - Fl for contact information) 

Also found in Management Development Guide. March-August, 1978, p* 170 



RBS Women and Mi'^.cvities Training P'roject 
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PROGRAM TITLE: 



Wliat First-Line Supervisors Must Know and Do About Equal Employment and Affirmative Action F9 



SPONSOR: AMA 



OBJECTIVES: 



SELECTED. TOPICS: 



!• To provide in-depth, comprehensive 

instruction of tested management 
principles, methods ^and techniques. 



FOCUS: 



Women 
Minorities 
Both 
Other 



□ 
□ 
□ 



(Supervisors and Foremen) 
PARTICIPANT LEVEL: 

Interested* Q 

Entry Level 33 

Established 0 



DATE AND LOCATION: 



March 20-22, 1978 Q NYC 
March 13-15, 1978 @ Chicago 



1, , Conducting Hiring and Promotion 

Interviews Based on Bona Fide 
Occupational Qualifications. 

2, Developing Bias-Free Skills and 
Techniques Regarding Performance - 
Pay Appraisals, Grievances and 
Disciplinary Practices Including 
Discharge. * ^ 

3, Training and Development of "Pro- 
tected" Employees and Their Fellow 
Workers, 



COST: $425 - A>5A members, $490 - Nonmembers 

SOURCE: Management Development Guide. March-August, 1978, p. 111. 

The American Management Associations 

The American Management Associations Building 

135 West 50th Street 

New York, New York 10020 

212-246-0800 

TWX 710-581-6530 
r(ES Womej, a>ii liirtovities Training Vvojeot 
F. 2 12/" 
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PROGRAM TITLE: 
SPONSOR: AMA 



Management Concepts and Skills Development for Women Financial Managers pfo 



FOCUS: • - 

Women ^ 

Minorities Q 

Both □ 

Other Q 

PARTICIPANT LEVEL: 

Interested Q 
Entry Level ^ 
Established D 

DATE AND LOCATION': 



OBJECTIVES: 

1. To provide in-depth , comprehensive 
instruction of tested management 
principles, methods and techniques. 
Special benefics include:" 

1. Kow to control your time as a ^ 
manager . 

2. Setting standards for new accounting 
personnel, 

3. Discuss how best to motivate employees, 

4. Learn and discuss how to administer 
your staff, 

5. Learn how you will -be judged as a 
manager , 



SELECTED TOPICS: 

1, Management Techniques ~ Communication: 
A Manager's Basic Tool, 

2, Delegating Responsibility, 

3, Open Discussion: Personnel Ad- 
ministration - Staffing the Depart- 
ment, Staff Development Techniques, 
Salary Administration, \ 

4, Motivation and Communication, 

5, Standards of Performance, 

6, Performance Appraisals for Managers, 



Apr. 10-12, 1978 Q Chicago, 
Apr, 26-28, 1978 Q NYC 



COST: $450 - members, $520 - nonmembers 

SOURCE: Management Development Guide, March-August, 1978, p, 114, 
(see "source" F9 for contact information) 



r, 2 12/7 
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PROGRAM 'HTLE: ^ 
SPONSOR: AMA 



Self-Development Strategies: for the Black Executive Fll 



FOCUS: 



OBJECTIVES: * - ^ 

1, To provide in-depth, comprehensive 
instruction of tested management 
principles, methods ani techniques. 



Women Q 
Minorities ^ 
Both □ 
Other 

(Black Executives) 
PARTICIPANT LEVEL: 

Interested Q 

Entry Level ^ ^ 

Established 0 

DATE AND LOCATION: Mar. 6-10, 1978, NYC 



SELECTED TOPICS: 

1. Black Realities in Corporate Life. 
2^ Effective Executive Stylri. 

^ ' \> ' 

3. Risk Taking Behavior and Race Related 
Stresses. 

4. Effective Relationships in the 
Corporate Environment. 

5. Utilization of Organization to 
Achieve Results. 

6. Assessment of Individual Needs. 

7. Planning for Ongoing Self-Develop- 
ment . ^ 



COST: AMA- Members - $625, Nonmembers - $720 

SOURCE: Management Development Guide. March-August, 1978, p. 117. 
(see "source" F9 for contact information) . 



PBS h'ome>: ::nj Minorities T-mininc I'vojecv 
F. 1 12/77 
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PROGRAM TITLE: 
SPONSOR: AMA 



Self-Development Principles for New or Prospective Black Managers F12 



FOCUS: < 

''Women Q 

Minorities S 

Both □ 

Other Q 

(black only) 
PARTICIPANT LEVEL: 

Interested 21 

Entry Level gj 

Established Q 



OBJECTIVES : 

1. To assist new or prospective Black 
managers who want to gain insight 
into their own management style and 
how it can help them get ahead. 
Special Benefits' include: 

1. Identifying and developing tech- 
niques for self-de'"^lopment. 



SELECTED TOPICS: 

1. Management Issues. 

2. Black Realities and Corporate Norms. 

3. Concepts of Self-development. 

4. Coping with Interpersonal and Racial 
Conflicts. 

5. Effective Relationships in Organ- 
izations. 



DATE AND LOCATION: Four three day seminars in NYC, Chicago, and Arlington, Va. 



COST: $450 - Members, $520 - Nonmembers. 

SOURCE: Management Development Guide. March-August, 1978, p. 117. 
(See "source" F9 for contact information) . 



RBS Wome'ri and Minorities Training py'ojeot 
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PROGRAM TITLE: 



Women in Management: Building Job and Life Management Skills F13 



SPONSOR: 



AMk 



FOCUS: 

Women 

Minorities Q 
Both D 
Other Q 

PARTICIPANT LEVEL: 

Interested Q 
Entry Level Q 
Established -® 

DATE AND LOCATION: 



OBJECTIVES: 

1. To provide in-depth comprehensive 

instruction of tested management prin- 
ciples, methods and techniques. Special 
benefits include: 

1. Films on creativity and future 
shock. 

2. Life. Planning Sessions. 

3. Special workbook to reinforce 
learning process. 

4. Experiential learning through 
small group work sessions, 

5. Video tape learning sessions. 



Apr. 10-12', 1978 @ Chicago. 
May 31- June 2 @ NYC. 



COST: $425 - Members, $490 - Nonmembers 

SOURCE: Management Development Guide. March - August, 1978, p. 119. 
(See "source" F9 for contact information) . 



SELECTED TOPICS: 

1. Tuning in to Your Corporation's 
Goals and Expectations. 

2. Political Strategies - Building 
a Support System. 

3. Competitiveness/Assertiveness/ 
Visibility as a Means for Promotion. 

4. Self Assessment as it is Related 
to Goal Setting, Carf . and Life 
Planning. 

5. Work Group Skills - Getting Results 
through Interactions with Peer" Groups, 
Subordinates, Superiors. 

0 

6. Time Management/Establishing pri- 
orities. 

7. Balancing the Demands of Work and 
private life. 



RBS Women and Minorities Training troject 
F. 1 12/7'' 
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PROGRAM TITLE: _ 
SPONSOR: AMA 



AMA^s Development Seminar for the Woman Manager in a Changing. Eradxpnment F14 
OBJECTIVES: 



FOCUS: 



Women 
Minorities 
Both 
Other 



□ 
□ 

□ 



PARTICIPANT LEVEL: 

Interested Q 
Entry Level Kj 
Established D 

DATE AND LOCATION: 



1. To present practical case applications, 
concepts, techniques, and skills. 
Special benefits include: 

J. Group Discussion. 

2. Film Presentation". 

3. Review of the range of management 
skills and techniques required for 
top-level performance. 

4. Techniques of communication and 
interpersonal skills. 

5. The objective of career, growth will 
be considered through leadership 

j (continued on next page) 

seven three-day sessions in Dallas, Atlanta, San Fransisco, Chicago, New York, 
Denver, and Boston. 



SELECTED TOPICS: 

1. The Woman Manager in a Changing 
Environment. 

2. The Management Planning Cycle. 

3. Communciations - "A Keystone to 
Management Effectiveness." 

4. Evaluating and Appraising Performance. 

5. Legal Considerations for the Manager. 

6. Creative Decision-Making as a Man- 
agement Responsibility Strategy 
tor Career Advancement. 



COST: $425 - AMA Members, $490 - Konmembers 

SOURCE: Management Development Guide. March-August, 1978, p. 122, 
(See /'source" F9 for contact information). 



RBS Women and Minorities Training Pvojecv 
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PROGRAM TITLE: ' AMA's Development Seminar for the Woman Manager in a Changing Environment F14 



SPONSOR: 



OBJECTIVES: 



SELECTED TOPICS: 



FOCUS: 

Women ^ Q 

Minorities Q 

Both D 

Other Q 

PARTICIPANT LEVEL: 

Interested Q 
. Entry Level 
Established [2 

DATE AND LOCATION: 



abilities, self-development, and 
motivation. 

6. Special discussions will focus on the 
problems that may arise for women 
supervising women as well as supervising 
men. 



COST: 
SOURCE: 



BBS Women and Minorities Training Pvojeot i — \ 
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PROGRAM TITLE: 



Management Skills for New First-Line Women Supervisors 



and Administrative Assistants F15 



SPONSOR: 



AMA 



OBJECTIVES: 



SELECTED TOPICS: 



1. 



FOCUS: 

Women ^ 

Minorities □ 

Both ' □ 

Other □ 

PARTICIPANT LEVEL: 

Interested Q 

Entry Level ^ 

Established Q 



to present practical case applications, 
concepts, techniques, and skills. 
Special benefits include: 



1. 



2. 



3. 



4- 



Discussion of the' problems faced by 
f.he employee moving from the labor force 
into a supervisory position and the new 
responsibilities she carries as a member 
of management. . 

Instructing in^ the skills of planning, 
organizing, delegating^ supervising, 
and controlling. 

Discussion of the techniques to utilize 
in training and developing employees. 



-DATE-^AND-LOeATION : 



Review of effective motivational tech- 

. ^ - - Xcautinued. on next page) 

eighteen three-day sessions across the U.S. and Canada. 



1. Pshycological Aspects - Attitudes... 
Problems Unique to the Womaq 
Supervisor. 

2. Management Principles and Techniques 
for the Supervisor. 

3. ProcesG of Problem Solving and 
Decision Making. 

4. Cultivating Effective Employee 
Relations. . . 

5. Developing Interpersonal Skills. 

6. Motivation - Key to Productivity. 

7. Legal Considerations - How to Avoid 



COST: ^^^^ Members, $490 - Nonmembers 

SOURCE: Management Development Guide. March - August, 1978, p. 184. 
(See "source** F9 for contact information) . 
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PROGRAM TITLE: 
• ^SPONSOR: 



Management Skills for New First-Line Women Supervisors and Admi nistrative Assistants F15 
OBJECTIVES: 



FOCUS; 



Women 

Minorities 
Bdth ^ 
Other 



□ 
□ 
□ 
□ 



PARTICIPANT LEVEL: 

Interested Q 
Entry Level [j 
'Established Q 

-DATE"l^-T0CATrON: 



COST: 
SOURCE: 



nlques for Increasing worker productivity. 



SELECTED TOPICS: 
Discrimination Hazards • 



5, Creative problem solving - career develop- 8, Time Management 
ment sessions, 

9, Selling Ideas, 

6. Project sessions to assist registrants 
in exchanging helpful procedures with 
their counterparts in o\*:her companies. 



i 



'EBS Women' and Minorities Training Project 
F. 7 .12/77 
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PROGRAM TITLE: 



Women in Management 



*G1 



SPONSOR: 

Training Systems Division 
Westinghouse Learning 
Corporation 



FOCUS: 

Won^en ^ 

Hinori'ties Q 

Both □ 

Other Q 

PARTICIPANT LEVEL: 

Interested Q 

Etjtry Level ® 

Established D 



OBJECTIVES: 

To train and upgrade women employees for 
leadership, supervisory, and management 
positions. 

To -aid organizations in the implementa- 
tion of affirmative action and equal 
employment plans as required under 
Federal government regulations. 



SELECTED TjPICS: 

1. Prologue - orientation to the program* 

2. Profile-participants contribute 
agenda items. 

3. Introducing th^ IMM-the individual 
management module. 

4. "Harriet"- A casa study linking the 
IMM with management techniques and 
theories . 

5. Management Theory. 

6. The Supportive Manager Workshop 

7. Analyzing Problematic Situations. 

8. Mapping Career Goals. 



DATE AND LOCATION: 3-day "In-House" program for 6-20 participants. (date developed unspecified) 



COST* Unspecified 



SOURCE: 



"Women in Management** (brochure) 
!^mi Holland, "^s sis tan t 
Product Development 

Westinghouse Bldg., Gateway Center, Pittsburgh, Pa, 
'412-255-5503 



15222 



R5S Women and iHnorities Training Pvojeot 
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PROGRAM TITLE: Management Awareness HI 



SPONSOR: 

Women *s Training and 
Resources Corp.** 



FOCUS: 

Women 

Minorities Q 
Both □ 
Other Q 

PARTICIPANT LEVEL: 

Interested Q 

Entry Level ^ 

Established ^ 
non-^managerial X 



OUJECTIVES: 

To establish the vital link 
between awareness and motiva- 
tion of women workers with the 
necessary xanderstanding and ^ 
support of their direct ' 
supervisors . 



DATE AND LOCATION: 



3-day seminar, "In- house" 
started 1975. 



SELECTED TOPICS: 

1. Attitudes (I^at is prejudicial behavior?) 

2. How do Supervisors Perceive Women Workers? 

3* Word Talk (Improving Inner and Inter- 
Office Communications,) 

4. How Women Perceive Supervisors. 

5. Motivating People (How and Why People Work 
Best). 

6. Myths About Women (Unlearning the Untruths 
About Women Workers). 

7. Supervisor Responsibility Under E.E.O. 
Gui delines. 

8. Appraisal of Staff (Considering Women* for 
non-traditional Jobs). 

9. Support Systems (Overcoming Obstacles to 
to Mobility) . 



COST: Unspecified 

SOURCE: "The Complete Breaking Barriers Series," 1975. (pamphlet) 

Women's Training and Resources Corp., 723 Congress Street, Portland, Maine 04101 
Phone: 207-772-5481 

*wrRC also contracts to do special programs in conjunction with "Women's Weeks or Women's: Conferences." 



BBS Women and Minorities Tvainino Project 
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PROGRAM TITLE: Managerial Skills 



I 1 



SPONSOR: 

Management Education Dept. 
Rutgers University 



FOCUS : 

Women ^ 

Minorities Q 

Both □ 

Other Q 

PARTICIPAtrr LEVEL: 

Interested ^ 
Entry Level ^ 
established D 

DATE AND LOCATION: 



OBJECTIVES: 



To use the experience of the participants to ex- 
amine the barriers that women face in light of 
the reality of the world of business. 

Ta teach the basic functions of management and 
how they can be applied to improve efficiency 
and effectiveness. 

To provide women with a conceptual framework of 
management, its tools and skills, and to create 
a training experience that tests these concepts. 

To encourage the participa^nt to analyze her own 
performance ^.nd to be mptivated to pursue a 
program of self-development beyond the one-wec-.k 
residential seminar. 



SELECTED TOPICS: 

1. The Philosophy of Management. 

2. Goal Setting and Time Management. 

3. Essentials of Effective 
Communication. 

4. Career Planning. 

5. Leadership and Mot4.vation. 

6. Creative Problem Solving and the 
Decision-Making Process. 

7. Self-Awareness and Managerial 
Effectiveness . 



6 five-day sessions - 1976/77 at Rutgers 
3 five-day sessions - 1978 at Rutgers 



COST : 



$400 



SOy^CE: "Managerial Skills for Women" (flyer) 

Managerae.it Education Dept. 

University Extension Division 

Institute- of Management and Labor Relations 

Rutgers University 

New Brmiswick, N. J. 08903 

201-932-9836 
HES h'Qmen and Minorities Training Ivojeou 
F. 1 12/77 
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PROGRAM TITLE: Women In Management Seminar Jl 



SPONSOR : OBJECTIVES : 

Office of Continuing and Cooperative 1. To master techniques vital 

1? J«« #ik.M *«4 _ ^ 



Education 
Drexel University 



F0CU5^ 



Women 
Minorities 
Both 
'other 



to the effective manager. 

To gain perspective on one's 
capabilities, and on one's ability 
to function successfully within 
the organization. 



□ 
□ 
□ 



PARTICIPANT LEVEi.: 

Interested ^ 
Entry Level ^ 
Established D 

DATE AND LOCATION: January 24-26, 1977 at Drexel. 



COST: $350 

SOURCE: "Management Seminars for Professional Advancement" (flyer) 
Richard B. Newman, Director 

Office of Continuing and Cooperative Educ£.cion ^ 
oi^foL^o^ir^^^^* ^^""^ Cuestnut Street, Philadelphia, PA 

RBS Women and Minorities Training Project 
F. 1 12/7? 



SELECTED TOPICS: 

1. Introduction to Management Skills. 



Management Theories. 
The Work Group. 

4 

Observation and Feedback. 

J- 

Perception and Self -Appraisal. 
Goal Setting. 
Decision Making. 

8. Affirmative Acti6n. 

9. Finance for Non-financial Managers. 
.10. Problem Solving, 

11. Salesmanship. 



2. 
3. 
4. 

5, 
6.- 
7. 



9104 
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PROGRAM TITLE: Assertiveness Skills for Women in Business J2 



SPONSOR: 

Office, of Continuing Professional 
Education 



FOCUS : 

Women 

Minorities Q 
Both □ 
Other Q 



OBJECTIVES : 

1. To remove barriers to success,. 

2. To build productive communication 
skills* 

3, To deal creatively with others, 

4, To discover and use your own 

e personal strengths, " - 



PARTICIPANT LEVEL: n 
Interested Q 
Entry Level K! 
Established |3 

DATE AND LOCATION: ^^^^"^^^ 24-25, 1977; October 3-4, 1977 at Drexel, 



SELECTED TOPICS: 

1, Women as Winners: The Transactional 
View, 

2, Discover Yourself, 

3, Can I Be Assertive? > 

4, An Assertive Woman — In My 
Organization? 

5, Will I Like the Assertive Me? 



COST: $295, $315 respectively 

SOURCE: l^^rospectus for Professional Development," p, 10 (booklet) 
•'Management Seminars* for Professional Development** (flyer) 

(see "source" - J] for contact inform* ^ion) 



F. 1 12/7 
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PROGRAM TITLE: A New Perspective for Women and M^nnr^^^^»c J3 



SPONSOR: 



OBJECTIVES: 



""'EducftJof'""'"' P"f^ssional l/ To offer •> exciting and unique 



Education 

focusj: 

Women Q 

Minorities □ 

Both " gj 

"other Q 

PARTICIPANT LEVEL: ' 

Interested ^ 

P ntry Xevel ]^ 

Established D 



approach" to management develppment. 



/ 



DATE AND LOCATION: October 5-7, 1977 at Drexel. 



SELECTED TOPICS: 

1, The Functions of a,Manager, 

2, , Organizations in Operation. 

3, Managing People, 

4, Building the New Manager's 
Communication Skills, 



F7 



COST: ' $350 

SOURCE: "Prospectus for Professional Development," p, \ ^booklet) 
(see "source" - Jl for contact information) 



RBS Women 'cznd Minorities 2'vaining '^"oje-^t 
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PROGRAM TITLE: Management Skills for Women Supervisors and Administrative Assltants Kl 



SPONSOR: 

Execu^ive Develppment Division 
Graduate School of Business 
Univeroity of Pittsburgh 



FOCUS; 



Women 
Minorities 
Both 
Other 



SI 

□ 
□ 
□ 



PARTICIPANT LpVEL: 
Interested Q 
Entry Level 69 
Established 



OBJECTIVES : 

To p^yide women supervisors with 
what they must know about manage- 
ment:, how to manage people, how 

to resolve grievances, how to deal 
with prejudices *of both sexes, how 
-to avoid self-def eatlag behavior 
based on prior cultural attitudes 
and hov to organize and control 
tasks so that they can be performed 
systematically, deliberately and with 
a high probability of accomplishment. 



SELECTED TOPICS: 

1. Special Problems for Women 
in Managment. 

2. The Process of Modern Management. 

3. The Critical Shift. 

4. Establishing a Plan. 

5. Motivating People. 

6. Developing Communication Skills. 

7. Training and Developitig Employees. 

8. Problem Solving and Decision Making, 



DATE m) LOCATION: January SC-Feb. 1. 1978 at University of Pittsburgh. 



COST: $395 



SOURCE: , Bgtsy Weisbrod 

Graduate School of Business 

liiy Cathedral, of Learnings University of Pittsburgh, Pittsburgh, PA 15260 
• ■ 4^12-624-6424 

f Management Skills for Women Supervisors and Administrative Assistants" (flyer) 

r.BS- Women 'and Minorities Training Pi^djeat 
F. 1 12/77 ' - ' 
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PFEOGRAM TITLE: The Emerging Woman in Management Ll 



SPONSOR: 

Northern Illinois University 
Adult Education Division 



FOCUS: 

Women 

Minorities D 
Both □ 
Other □ 

PARTICIPANT LEVEL: 
Interested 
Entry Level KI 
Established Q 



OBJECTIVES: 

1. To identify individual strengths 
and weaknesses, 

2. To become aware of functioning in 
and influencing groups: Practice 
and evaluate methods. 

3. To identify and plan- goals to mesh 
with the organization's success. 

4. To establish incentive and the nec- 
essary ability to perform at top 
capacity. 



SELECTED TOPICS: 

1. Not specifically mentioned. 
Includes lectures, films, and 
group discussions with much^ 
emphasits to be placed on individual 
involvement in the program. The \ 

program is designed to provide * 

participants with the abilities 
and confidence to perform effective- 
ly as a woman in management. 



DATE AND LOCATION: September 19-21, 1973 at Northern Illinois University. 



COST: $95 

SOURCE: "The Emerging Woman in Management" (flyer) 

Bev Carney _ 
Adult Education Division 
N.I.U. 

DeKalb, IL 60115 
815-753-1291 

R3S Wcmen and Minorities Training Project 
F. 1 12/77 
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" PROGRAM TITLE: Lunch Learn L2 



SPON'SOR: 

Adult Euucation Division 
Northern Illinois University 



FOCUS: 

Women 

Minorities 
Both 
Other 



OBJECTIVES: 

1. To provide ah opportunity to inter- 
act with qualified resource persons 
on subjects tliat will improve 
skills, position, and status not 
only in professional life, but 
also in everyday personal life. 



SELECTED TOPICS: 

1. Assertive Communication for the. 
Working Woman. 

2. Decision Making in the Office. 

3. Improving Your Business Writing 
i Skills. 

4. Techniques for Becoming an 
Effective Supervisor. 



IS 

□ 
□ 

PARTICIPANT LEVEL: 

Interested ^ 
Entry Level 
Established ®' 

DATE /JJD LOCATION: Sessions can be taken separately or all together. They are two hours each on four' p' 

different days between January and April, 1978. The sessions will take place on campus 
at NIU. 

COST: $10 each or $35 for all four. 

SOURCE: "Lunch 'h Learn" (flyeif) 

Adult Education Division 
NIU 

DeKalb, IL 60115 
815-753-1291 



E33 Wo!r,e-< a".d Minorities Trainina I'-i-oJeot 
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PROGRAM TITLE: 
SPONSOR: 



Bryn Mawr College and HERS, 
Mid-Atlantic V 



FOCUS: 

Women ^ 

Minorities □ 

Both D 

Other •'^ □ 

PARTICIPANT LEVEL: 

Interested Q 

Entry Level |3 

Established Si 



Summer Institute for Women in Higher Education 



Ml 



• OBJECTIVES:. 

1. To offer intensive training in key 
administrative areas such as . 
finance and budgeting, management, 
and information systems. 

2. To provide a better understanding of 
governance, planning, and the in- 
formal as well a3 the formal 

as well as the formal structure 
and modus operandi of academic 
institutions. 

3. To provide practical training in ad- 
ministrative problem solving through 
the use of the case study method. 



4. To offer participation in a peer network 
(continued, on the following page) 



SELECTED TOPICS: 

1. Academic Governance and Planning 
in a period of Finr-^ciai Stress. 

2. Finance and Budgeting. 

3. Management in Higher Education. 

4. Administrative Uses for the Computer 

5. Professional Development. 



DATE AND L'OCATION: July 4-31, 1976 at Brjm Mawr. 



COST: $750 - ,^ 

SOURCE: "Summer Institute for Women in Higher Education Administration" (pamphlet) 
Bryn Mawr College/HERS, 'Md-Atlantic 

Summer Institute for Women in Higher Education Administration 
, . Bryn Mawr College, Bryn Mawr, PA 19010 
215-525-1000 ext. 369 

EBS Women and Minorities Trainiyxg Project 
F. 1 12/77 
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I PROGRAM TITLE: Summftr TnaftltntP fn r Women in Higher Education 



Ml 



SPONSOR: 



FOCUS: 

Women Q 

« Minorities □ 

Both □ 

Other- Q 

PARTICIPANT LEVEL: 

Intereeted Q 
Entry Level □ 
Established Q 

DATE AND LOCATION: 



OBJECTIVES : 



SELECTED TOPICS: 

X 



that will contlnua^.to make 
information and contacts available. 

5. Tc provide a supportive and. s^timulating 
environment in which to identify and 
energize career goals. 



COST: 
SOURCE: 
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PROGRAM TITLE:- The Leadership Seminar M2 



SPONSOR: 

Bryn Mawr College and HERS, 
Mid-Atlantic 



OBJECTIVES: 
1- To bring together senior officers 
^ of regional institutions to discuss 



SELECTED TOPICS: 
See "objectives" 



such pressi;ig issues as finance, 
law, fund raising, and faculty development. 



FOCUS: 

Women gj 

Minorities □ 

Both ' □ 

Other □ 

PARTICIPANT LEVEL: 

Interested Q 
Entry Level □ 
Established H 

DATE AND LOCATION: July 19-21, 1976 at Bryn Mawr, 

COST: Included in Summer Institute fee (See Ml) • 
SOURCE: Same as Ml 



BBS Women and Minorities'' Tvainina Pvojeot - 
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PROGRAM l^ITLE: J The .Career Exp^loration Seminar 



SPONSOR: ' • 

-Bryn Mawr College and 'HERS 
Mid*-:Atlantlc 



FOCUS: 

Women ' 0 
'Minorities □ 
Both , 
Other ' 

PARTICIPANT LEVEL: 

Interested \0 

Enbry Level PT 
Established D 



OBJECTIVES:/ 

1. To examfhe -areas administration ^ 

open to recent degree recipients. 

« 

2. To indicate the appropriate career' 
ladders to- thes^ areas. \ 



DATE AND LOCATION:' July 25-27, 1976 at Bryu Mawr. 

< » 

COST: Included in 'Summer Institute fee. (See Ml) • 
SOURCE: Same as Ml 



SELECTED TOPICS:. 
1. See "objective's" 
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"program TlTLEr Management Briefing for Women ^Nl 



SPONSOR: Division of Michigan 

' University of Michigan 



FOCUS: 

Women . " |^ 

i Minorities []] 

Both'-' D 

Other t3 

PARTICIPANT LEVEL: 
Interested 
Entjry Level" 
Established O • 



OBJECTIVES : 



1. To know the basic functions of management 
and how to apply these to improve efficiency 
and effectiveness. 



SELECTED TOPICS: 

1. Concepts of Management/ 

2. Management of' Resul^fsT 

3. Management of People. 



DATE .AND LOCATION: ^ • • . 
three 3-day seminars, 1974 at University of Michigan. 



2* To understand th^ structure and dynamics of 
a Management by "Objectives system.. 

3. To 'know how MBO prpvides a solid framework 
for increased motivation and more effective 
boss/subordinate communication. ' 

4, ^.To understand the various styles of management 

and know in which situation each i's ihost* . » 

effective. 

5- To be aware of several theories of -human 
i behavibr and be able to apply their practical 
aspects to improve 'interpersonal relations; 

6^ To know the practical applications of motivation and be able to implement 
these to increase, the efficiency and effectiveness of subordinates. 



COST: $270 , • " ' 

SOURCE: "Management Briefing for Women" (Flyer) 
Seminar Manager 

Divi'sion«of Management Education 
University Michigan 

1735 Washtenew, Ann Arbor, MI. 48104, 313-763-1000 
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PROGRAM TITLE: Management Orientation for Women cSupervlsors 



N2 



SPONSOR: 

Graduate School of MI 

Division of Management Education 

University of Michigan, 



FOCUS: 



Women 

Minorities □ 

Both ^ □ 

Other Q 



OBJECTIVES: 



To develop effective managerial 
skills in women who havo made the 
change or are about to make the 
change from technical. to super- 
visory positions. 



SELECTED TOPICS: 



1. Basic Functions of Management. 

2. The Supervisor's Position in the 
Management Structure. 

3. Basics of Interpersonal Relations. 
4^ Basics of Communication*. 



PARTICIPANT LEVEL: 

Interested Q ^ , 

Entry Level |S 
Established D 

.DATE AND LOCATION: ^^^^ one-day sessions - 1911 ITS at University of Michigan, 



COST: pO; $110 effective January 1978. 

SOURCE: "The University of Michigan Presents Women in Management Seminars," No. 1 (flyer); 
'"The University of Michigan Management Seminars 1978," p. 34 (booklet), 
(See: "source" - Nl for contact information) 



RES Women and Minorities Training Project 
F. 1 12/77 



107 



A3 



10 



O 



PROGRAM TITLE: .Managerial and Admjuistrative Skills for the Professional Women 



N3 



SPONSOR: 

Graduate School of Business/ 
Administration, Division of 
Management ' Education, University 
of Michigan 

JOCUS: 

Women ^ 

Minorities Q 

Both D 

Other Q 

PARTICIPANT LEVEL: 
Interested Q 
Entry Level* |^ 
' Established D 



OBJECTIVES: 



To develop managerial skills in 
the woman who has served in a non- 
managerial capacity. 



DATE AND LOCATION: ^o^r 3-day sessions 1977/78 at University of Michigan. 

COST: $300; $345 effective July '78 
SOURCE: Same as N2 



SELECTED TOPICS: 

1. Motivation. 

2. Effective Communication. 

3. The Functions of Management. 

4. Managerial Styles. 

5. Delegation. 

6. Problem Solving. 



7. Group Dynamics.' 
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PROGPJW TI^: Challenge of Leadership 



N4 



SPONSOR: 



Graduate School of Business 
Administration, Division of 
Management Education, 
University of Michigan / 



FOCUS: 



Womenw 
Minorities 
Both, 
Other 



S3- 
□ 
□ 
□ 



PARTICIPANT LEVEL; 

Interested P) 
Entry Level □ 
Established K! 



OBJECTIVES: 

1. To aid in the development and career 
growth. of women who hold responsible 
management positions* 

2. '^o refine and sharpen managerial skills 

axid concepts. 

3. To provide an opportunity . to discuss the 
special concerns "of women in management.. 



DATE AND LOCATION- ^ ^^"^ 3-day sessions 1977/78 at University of Michigan, 



COST: effective July, 1978 

SOURCE: 

Same as N2 



SELECTED TOPICS: 

1. Psychology of Women 

2. Assertiveness Training 

3. Women as Effective Managers 

4. Developing Career Objectives 

5. Issues Relating to Power and 
Management 

6* Similarities and Differences Women 
Experience In Handling Men and Women 

7. Practitioner *s- View of the 
Future of Women in Business 
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PROGRAM TITLE* Fundamentals -of Management eSxd Otganlzjatlon Behavior fot Vomen Seminar' 



01 



SPONSOR: . 
> The Wharton School 
University of Pennsylvania 



FOCUS: 

Women 

Minorities □ 

Both D 

Other Q 

PARTICIPANT LEVEL: 

Interested Q 

Entry Levels g| 

Established G9 



OBJECTIVES: ' 

To provi'de skills and background 
information on women in management. 



SELECTED TOPICS: 

1* Organizations, Management Styles, 
and Motivation* 

2x,Communications and Control Systems. 

3. Motl^tion and Reward Systems. 

♦ » - 

4. Organizing and Staffing. 

5. Organizational Leadership. 



DATE AND LOCATION: By special arrangement only, for corporations who contract with Wharton. 



COST: 
SOURCE: 



Unspecified 

"Fundamentals of Management and Organization Behavior for Women Seminary" (loose leaf notebook) 
Diana Robertson, Human Resources Center, 3810 Walnut St., B-F, Phila. Pa. 19104. 
215-243-6938 
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PROGRAM TITLE: Effective Strategies and ctlcs for the Woman Manager 



SPONSOR: 

The Wharton School 
University of Pennsylvania 



FOCUS: 



Women ^3 

Minorities □ 

Both n 

Other D 



OBJECTIVES: 

To provide skllljs and background 
Infonaatlon to women iti management. 



02 



PARTICIPANT LEVEL: 
Interested Q 
Entry Level 0 - 
Established (3^ 

DATE AND LOCATION: special arrangement only, for corporations who contra( 



SELECTED TOPICS: 

1. Making Decisions. 

2. Undercovering and Working with 
Conflicts. 

3. Jol5 Design and Performance Evaluation. 

4. Organizational Training and the 
Design of Training Interventions. 

5. Facilitating and Participation of 
Women in the Labor Force. 



:t with Wharton. 



COST • ^^sp®^^ d ' - " *v 

»- * 

SOURCE: Strategies ^nd Tactics for the Woman Manager" (loose leaf notebook) 

* (See "source" 01 for 'contact information) 
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PROGRAM TITLE:* Sex Dlscriiolnation Awareness Program 



PI 



SPONSOR: 

Science Research Assn. 



FCCUS: 

WoMn * □ 

Minorities Q 

Both □ 

Other S) 



PARTICIPANT LEVEL: 

Interested 

Entry Level ^ 

Established S) 
Non-Managerial X 



OBJECTIVES: 

To offer a unique approach to affirmative, 
action and equal employment opportunity 
for women by assisting in the assessment 
of the extent and source of perceived 
sex discrimination ^by female employees 
.and the underlying motivational bases for 
male resistance to working on an equal 
basis with females at all organizational 
levels. > ^ 



(Undesignated) 



SELECTED TOPICS: 

Unspecified. The package contains 
survey materials, exercises', and a 
text.^ all designed to. help organizations 
assess and cope with problems related 
to sex bias. 



DATE AND LOCATION: Published early 1976 In-house. Materials included for 25 particip^ants, 



COST: Unspecified 

SOURCE: "SRiA Catalog for Business," 1975, p. ,33. 

Science Research Associates, Inc., 259 East Erie Street, Chicago, 111., 60611 
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PROGRAM TITLE: Management 1 chniques for Women P2 
SPONSOR: • 



OBJECTIVES: 



SRA 



FOCUS: » 

Women 
Minorities 
BQth ^ - 
Other 



To provide new or aspiring female managers 
with valuable information and techniques 
appropriate to the management role. 



SI 

□ 
□ 

d 



SELECTFJ) TOPICS: 

1. Human Relations" in Action. 

2. Huinan Behavior « 

3. Women in Today's Business World. 

4. Communication - Part I, 

5. Communication - Part II, 

6. Management of Time. 



PARTICIPANT LEVEL: 
Interested 
Entty Level ^ 
Established* Q , 



DATE AM) LOCATION: '^all 1975.. A oelf-instructional program consisting of six cassettes and l workbook. 
COST: Unspecified. 

SOURCE: Same as PI ' ' ' ' • 
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PROGRAM TITLE: Advancied Management Techniques for Women P3 (Supplement to P2) 



: SPONSOR: 
. SRA 



'OCUSi 



Women . 
Minorities 

.-V '^i' 

. OthdV . 



1/ 

m 

□ 
□ 

□ 



PARTICIPAirr LEVEL: 

Interested Q 
Entry Level RJ 
Established 

DATE AND LOCATION: 



* OBJECTIVES 



To provide a CbntlnuaMon of 
Management Techniques for 
Women (P2) 



Fall 1975, A self-instruct^ional program. 



SELECTED TOPICS: 

1. Motivation. 

2. Performance Appraisal^. 

3. Interviewing New Employees. ' - 

4. The New Employee and the 
Ten5)orary Worker. 

5. Decision Making and Problem Solving. 



..COST: ..Unspecified. 
SOURCE: • Same as PI 
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PROGRAM TITLE* Interpersonal Skills for Women Supervisors and Managers Ql 



SPONSOR: 

New York University 
School of Continuing Education 
Division of Career and 
Professional Advancement 

FOCUS: 

Wom^n pfl 

Minorities Q 

Both Q 

Other P 

PARTICIPANT LEVEL: 
* Interested Q 
Entry Level ^ 
Established SI 



. OBJECTIVES: 

Each participant will be able to: 

1. Recognize essential characteristics of 
personal management style. \ 

2. Specify that a variety of problem 
solutions- exist \^$iich may be different-^ 
from traditional solutions. , . 

3. Recognize that individual men and 
women within organizations hold 
different beliefs about women and that 
specific actions on the part of each 
woman can reinforce or negate these 
beliefs . 

(Continued on following page) 



SELECTED TOPICS: 

1. Management Style. 

2. Problem Solving^ 

3» Beliefs About Women. 

4. Action Orientation. 

5. Team Participation. 

6. Motivational Factors. 

7. Informal Structure. 

8. Support Systems. 



DATE AND LOCATION: Four 3-day sessions, 1978 in San Francisco, Houston, New York, and Chicago. 



COST: $435 per person + $60 registration fee per company. 

SOURCE: "Interpersonal Skills for Women Supervisors and Managers" (brochure) 
Heidf E. Kaplan, Information Services Manager 

New York Conference Management Center, 360 Lexington Avenue, New York, New York' 10017 
' 212-953-7272 
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PROGRAM TITLE: Interpersonal Skills for Women Supervisors and Managers Ql 



SPONSOR: 



OBJECTIVES: 



SELECTED TOPICS 



FOCUS: 

Women Q 

Minorities □ 

Both D 

Other □ 

PARTICIPANT LEVEL: 

Interested Q 
Entry Leviel Q 
Established D 

DATE AND LOCATION: 



4. Recognize that her ability to function 
as a team member is crucial to achieving 
effectiveness. 

5. Specify that a variety of motivational 
factors exist which influence different 
individuals. 

6. Recognize that each organizational 
environment has a unique informal structure 
within which all staff members function. 

7. Consider the estalilishment/maintenarice of a 
"support system" of which she will be a 
member. 



COST: 
SOURCE: 
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PROGRAM TITLE: "Xchlevjng yoman^s Potential, > >If There *8 Dlscrlwomenatlon" Rl 



SPONSOR: 

Greater Philadelphia Chamber 
of Commerce 



FOCUS^: 

Women 

Minorities □ 

Both . □ 

Other ^ Q 

PARTICIPANT LEVEL: . 

Interested ^ 

Entry Level H 

Established ^ 



OBJECTIVES: 

1. To Identify problems and opp- 
ortunities for women to become 
better qualified for job oppor- 
tunities ahead so that each 
participant may find that it is 
possible to raise Ker sights 
above "discriwomenation" to 
achieve her fullest potential, ' 



SELECTED TOPICS: 

1, Not Specified - discussion 
of problems fr9Jn the stand- 
point of each/paf*<lcipant*s 
company situation^* 



DATE AND LOCATION: March 2, 1972, Greater Phila. Chamber of Commerce Oh hour session) 



COST: $15, 

SOURCE: "Achieving Woman's Potential. . .If There's Discriwomenation" (description sheet) 
The Chamber. Insitutes 

Greater Philadelphia Chamber of Commerce 
121 South Broad Street 
Philadelphia, PA 19103 

215-568-4040 - • 

BBS Women and Minorities Training Project 
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PROGRAM ANAIYSIS 
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Appendix B:* Program Analysis 



Affirmative Action. . ^. . . . 

Assertiyeness Training 

Assessment of Manager-Employee ferfomance. 

•Building Effective Support Systems 

Career Goals and Planning • • • 

Communication Skills. , \ • 

Concepts of Management 

Decision Making and Problem Solving. . *. . 

Delegation.^ 

Finance and Budgeting 

Interpersonal Skills 

Legal Considerations . • 

Management as a' Woman 

Management for Minorities.'^ 

Management Skills 



INDEX 
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Managing People. ? . . <h 

Managing TxmiB , . . 

Miscellaneous Management Skills. . ^ , 

Motivation • 

Organizational Response to Managers ^ . 

.Power and Mankgeinent , , . . . 

Professional Developmer/t . 

Staff Development/Finding and Training Employees 

Style and Technique - The Effective Manager. . . ' 

Teamwork v 



\ 

\ 
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CATEGORY: ^^^^"^^^^^^ Action (Includes the ^Future of Women In Business a;nd Women In Non-tradltlonal Jobs) 



INTERESTED 

A Macroscopic View of the 
Tr^ltlonal Role, Function and 
Place of Women and IJow^and Why ^ 
that has Changed over th6 'last 
few years. 

-1 To use the experience, of tl^e 

bj) participants to examine the bar- 
rlers" that women face in light 
of the Reality of the world of 
business* 

-8 Affirmative Action. 

Tq offer a unique approach to 

bj) affirmative action and equal 

employment opportunity for women 
by assisting in the assessment of 
the extent and source of perceived 
sex discrimination by female emp- 
loyees and the underlying motivational 
bases for male resistance to working 
on an equal basis with females. at all 
organizational levels. 



ENTRY LEVEL 

El-1 A Macroscopic View of the 

Traditional Role, Function and 
Place of Women and How and' . 
that has changed over the last 
few years. 

Fl-8 Legal Conside'rations for Women 
Supervisors . 

Gl-2 To aid organizations in the im- 

(obj) plementation of affirmative 
action: and equal employment 
plans as required under Federal 
government regulations. 

Hl-1 Attitudes (What is prejudicial 
behavior? ) 

Hl-6 Myths About Women (Unlearning 
the Untruths About Women 
Workers) . 

Hl-7 Superviso**r Responsibility 
Under E.E.O. 'Guidelines. 

Hl-8 Appraisal of Staff (Consider- 
ing Women for non- traditional 
Jobs). 

11-^1 To use the experience of the 
(obj) participants to examine the 
barriers that women face in 
light of the reality of the 
world of business; 
Jl-8 Affirmative Action. 



E'STABLISHED 



El-1 



Hl-1 
Hl-6 
Hl-7 
Hl-8 
Kl 

(obj) 
N4-7 

02-5 

PI 

(obj) 



A Macroscopic View of the 
Traditional Role, Function and 
Place of Women and How and Ifliy 
that has changed over the last 
few years. 

Atti'tudes (What is prejudicial 
behavior?) 

Myths About Women (Unlearning 

the Untruths About Women Workers). 

Supervisor Responsibility Under 

E.E.O. Guidelines. 

Appraisal of Staff (Considering 

Women for Npn- traditional jobs). 

See Kl 

Practitioner's View of the 
Future of Women in Business.' 
Facilitating and Participation 
of Women in the Labor Force. 

To offer a unique approach to 
affirmative action and equal 
employment opportunity for women 
by assisting in the assessment of 
the extent and source of per- 
ceived sex discrimination by 
female employees and the under- 
lying motivational\ bases for male 
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CATEGORY: Affirmative Action (Includes the Fu^are of Women In Business and Women in Non- traditional Jobs) 



IVTERESTED • 



E7?TRY LEVEL 

% 

Kl- ...how to deal with prejudices 

^bj) 
J2-5 



ESTABLISHED 



Pl- 
<obj) 



F9-1 



F9-2 



F9-3 



F15-7 



BBS Women and Minorities Training Project 



of boch sexes. 

Facilitating and Participation 
of Women in the Labor Force, 
To offer -a. unique approach to' 
affirmative action and equal 
employment opportunity for 
women by assisting in the assess- 
ment, of the extent and source of 



F9-1 



F9-2 



resistance to working on an 
equal basis with females at all 
organizational levels. 

Conducting Hiring ar.d Promotion 
Interviews Based on Bona Fide 
Occupational 'Qualifications. 
Developing^ Bias-Free Skills and 
Techniques Regarding Performancef 
Pay Appraisals, Grievances, and ' 
Disciplinary Practices Including 
discharge^ 



perceived sex discrimination by 
female employees and .the .under- 

lying motivational bases for raale/F9-3 Training and Development of "Pro 
resistance to working on an equal tected Employees and Their 

basis with females at all org- . Fellow Workers, 

anizational levels. 

Conducting Hiring and Promotion 
Interview Based on Bona Fide 
Occupational Qualif icationG-, 
<Developing Bias-Free Skills and 
Techniques Regarding Performance - 
Pay Appraisals, Grievances and 
Disciplinary Practices Including 
Discharge, ^ 

Training and Development of "Pro-? 
tected" Employees and Their 
Fellov Workers, ^ 
Legal Considerations - How to 
Avoid Discrimination Hazards, 



?^ ' 133. 
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CATEGORY: Assertiveness Training 




INTERESTED 



F8-2 

J2-3 
J2-4 

J 2-5 
Ll-1 




ENTRY LEVEL 

Managerial Skills for Wome 
for example': assertiveness 
training, the utilization of 
conflict, techniques , for 6^- 
cision-making, problem-solving, 
running a meeting, building a. 
team, supervising • ' ' - 

Competitiveness/Assertiveness/ 
Visibility as a Means for 
Promotion. * 
Assertiveness Training: 
Principles and Practices. 
Can I 'Be Assertive? 
An Assertive Woman — In My 
Organization? 

Will I Like the Assertive ^e? 
...The program is designed to" 
provide participants with the 
abilities and confidence to 
perform effectively as a woman, 
in management . 



ESTABLISHED ' 

A2-4 Managerial Skills for Women, 
• 4E^r example: assertiveness 
training, the .utilization of 
o£^ conflict, techniques fpr de- 
cision making, problem-solving, 
running a meeting, building a 
t^m'y supervising 
CompetetivenessVAssertiveness/ 
/visibility as a Means for 
Promotion. 

Assertiveness Training: 
Principles and Practices. . 
Can I Be Assertive? 
An Assertive Woman — In My 
Organization? 

Will I Like the Assertive Me? 
.. .The program- is designed to 
provide participants with the 
abilities and confidence to per- 
form effectively as a woman - 
in management. • 

Competitiveness/Assertiveness/ 
Visability as a Means for 
Promotion. 



F4-3 



F8-2 

J 2-3 
J2-4 

J2-5 
Ll-1 



F13-3 
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CATEGORY: Assessment , of Manager/Employee Performance 



INTERESTED 



11-7 Self-Awareness and Managerial 
Effectiveness, 

Jl-5 Perception and Self- Appraisal • 



ENTRY LEVEL 



ESTABLISHED 



F3r7 Standards of Performance. F4-4 
F3-8 Performance Appraisals for 
Managers . 

F4-4 Self Assessment as it is Hl-8 

Related to Goal Setting, 

Career, and Life Planning. 02-3 
F6-4 Evaluating and Appraising 

Performance. P3-2 
Hl-8 Appraisal of Staff (Considering F13-4 

Women for Non-Tradttional Jobs). 
11-7 Self-Awareness and Managerial 

Effectiveness. 
Jl-5 Perception and Self-Appraisal. 
02-3 Job Design and Performance 

Evaluation. 
P3-2 'Performance Appraisals. 
F9-2 Developing Bias-Free TecTiniques 

Regarding Performance - Pay 
'Appraisals, Grievances, and 

Disciplinary Practices Including 

Discharge. 
FlO-5 Standards of Performance. 
FlO-6 Performance Appraisals for Managers. 
F14-4 Evaluating and Appraising Performance. 



S^elf Assessment as it is Related 
to Goal Setting, Career, and Life 
Planning. 

Apprisal of Staff (Considering 
Women for Non-traditional Jobs) 
Job Design and Performance 
Evaluation. 

Performance Appraisals. 

Self Assessment as it is related 

to Goal Setting, Career and Life 

Planning. 
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CATEGORY: 



Building Effective Support Systems 



INTERESTED 
Al-obj. 3 



To build effective 
support systems 
including women and 
men to facilitate 
getting work acc- 
omplisned. 



ENTRY LEVEL 

Al-obj. 3 To build effective 
support systems 
including women and 
men to facilita^'te 
getting work acc- 
omplished. 

A2-3 The Development and Util- 

ization of Support Systems. 

A3-5 , Building a Support Network. 

A4-5 Building a Support Network. 

F4-2 Political Strategies - 

Building a Support System. 

Gl-6 The- Supportive Manager ' 

Workshop . 

Hl-9 . Support Systems (Overcoming 

to Mobility) . 

Ql-8 Support Systems. 



ESTABLISHED 

Al-obj. 3 To build effective 

support systems 
0 including women and men 

to facilitate getting 

work accomplished. 
A2-3 The Development and 

Utilization of 

Support Systems. 
F4-2 Political Strategies - 

Building a Support Network. 
Hl-9 Support Systems (Ov,er- 

coming Obstacles to Mobility) 

Support Systems 



Ql-8 

Obstacles 
F13-2 



Political Strategies - Build- 
ing a Support System. 
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CATEGORY: 



Career Goals and Planning 



Al-5 
(obj) 
Dl-8 

El-3 



El -4 



El-5 



11-4 
L2-3 
(obj) 



M3-1 
(obj) 
M3-2 
(obj) 



INTERESTED ^ 

To develop meaningful career plans 
and aspirations; 

Overcoming the Odds: Great Changes 
and New Chances. 

The -Traditional Business School's 
Function of Training Women for 
Management, 

Women's Educational Needs and Why 
the Women's Colleges are partic- 
ularly equipped to meet them. 
A Proposed Network of Women' s\ 
Colleges to affer a range of short 
term seminars to one-scimester 
intensive management programs to 
degree-granting programs to educate 
women in their role for management 
and how it would be administered, 
funded, and operated. 
Career Planning. 
To provide an opportunity to 
interact with qualified resource 
persons that will improve status 
not only in professional life, 
but also in everyday personal 
life. 

To examine areas of administration 
open to recent degree recipients. 
To indicate the appropriate career 
ladders to these areas. 

BBS Women ccnd Minorities Training Project 
P. 2 12/77 



ENTRY LEVEL 

Al-5 To develop meaningful career 
(obj) plans and aspirations. • 
' Cl-1 Dealing with obstacles to 

Advancement that are Unique 
to Women . 
Cl-2 How to Deal with On-the-Job 

Barriers to Advancement. 
Cl-3 How'' to Reduce Barriers to my 

Advancement. 
Dl-8 Overcoming the odds: great 

changes' and new chances. 
El-3 The Traditional business 

school's function of train- 
ing Women for Management. 
El-4 Women's Educational Needs and 
Why the Women's Colleges are 
particularly equipped to meet 
them. 

El-5 A proposed network of women's 
colleges to offer a range of 
short term seminars to one- 
semester intensive management 
programs to degrees-granting 
programs to educate women in 
their role for management and 
how it would be administered, 
funded, and operated. 

(Continued on the following page) 



141 



ESTABLISHED 

Al-5 To develop meaningful career 
(obj) plans and aspirations. 
Cl-1 Dealing with obstacles to 

advancement that are unique 

to i^omen. 
Cl-2 How to deal with on-the-job 

barriers to advancement. 
Cl-3 How to reduce barriers to my 

advancement . 
D1t8 Overcoming the odds: great 

changes and new chances. 
El-3 The traditional business school's 

function of training women 

for Hvinagement. 
El-4 Women's educational needs and why 

the Women's colleges are par- 
ticularly equipped to meet 

them. 

F8-5 Personal and professional self- 
development for women. 
L2-3 To provide an opportunity to 
(obj) interact with qualified resource 
persons that will improve 
status not only in professional 
life, but also in everyday 
personal life. 



14 




CATEGORY: 



Career Goals and Planning 



INTERESTED 



ENTRY LEVEL 



Fl-2 



Making the move up to 
Supervisory Management 
Self Assessment as it is 

-Rfela ted-to-Goal-Se ttl-ngT — 

Career and Life Planning, 
Strategies for Career Advance- 
ment, 



ESTABLISHED 
F13-4 Self Assessment as it is 



F4-4 



Related to Goal Setting, Career 



and Life Planning, 



Ml-5' To provi'd'e a supportive and 
(obj) stimulating environment in 



F6-7 



which to identify and energize 



career -^goals , 



F8-5 Personal ^d Professional Self- N4-4 Developing Career Objectives, 
Development for Women, 
F14-5 The objective of career growth 
(obj) will be considered through 
'^leadership abilities, self 
deveiopsient, and motivation. 
F15-5 Creative Problem Solving^ - 
(obj) Career Development Sessions, 
Gl-8 Mapping Career Goals, 
11-4 Career Planning, 
L2-3 To provide an opportunity to 
interact with qualified 
resource persons that will 
improve status not only in 
professional life, but also 
in everyday personal life, 
Ml-5 To provide a supportive and 

(obj) stimulating environment in . ^ 

which to identify and energize 
career joals." 



/?BS Women and Minorities Training Projeot 
F. 2 12/77 



14J 



CATEGORY: Communication Skills (See Also Interpersonal Skills) 



INTERESTED 



Dl-4 


Managing your Communication Skills. 


Cl- 


-6 


1.1-3 


Essentials of Effective Communica- 








tion. 


Dl- 


■4 


J3-4 


Building the New Manager's Com- 








munication Skills. 


1 F2- 


-6 


.L2-3 


Improving<,"our Business Writing 








Skills. 


F3- 


-3 


P2-/i 


Communication - .Part I . 






P2-5 


.Communication - Part II. 







\ 



UBS Women and Minorities Trainina Project 
F. 2 12/77 



ENTRY LEVEL 

Communication-If People Would 
Only Listen. 

Managing your Communication 
Skills. 

Communicating with Today's 
Workforce. 

Management Techniques-Com- 
munication: A Manager's 
Basic Tool. 

Motivation & Communication. 
.Communications-"A Keystone 
to Management Effectiveness." 
Developing Interpersonal 
Skills to Assertively Com- 
municate^ with Others. 
Word Talk (Improving Inner 
and Inter-office Communica- 
tion). 

Essentials of. Effective 
Communication . 
Building the New Manager's 
Communication Skills. 
Developing Communication 
Skills. 

Improving your Business 
Writing Skills. 
To know how MBO provides a 
solid framework for increased 
motivation and more effective 
boss/subordinate communication. 

(Continued on following page) 



F3-6 
F6-3 

F8-4 



Hl-3 

11-3 

J3-4 

Kl-6 

L2-3 

Nl-3 
(obj) 



ESTABLISHED 

Cl-6 Communication-If People Would 
Only Listen. 

Managing your Communication 
Skills. 

Developing Interpersonal Skills 
to Assertively Communicate 
with Others. 

Word Talk (Improving Inner & 
Inter-office Communications). 
Developing Communication Skills. 
Improving your Business Writing 
Skills. " ^ 

Communications and Control 
Systems. 
Ql-4 Action Orientation. 



Dl-4 



F8-4 



Hl-3 

Kl-6 
L2-3 

01-2 



ERiC i40 



CATEGORY: 



Communication Skills (See Also Interpersonal Skills) 



INTERESTED 



ENTRY LEVEL 



\ 



N2-4 
N3-2 
01-2 

Ql-^ 
FlO-1 



FlO-4 
F14-3 



P2-4 
P2-5 



Basics of Communication, 
EffectiA^e Commun-tcation 
Communications and Control 
Systems, * 

Action Orientation. 
Management Techniques - 
Communication: A Manager's 
Basic Tool, 

Motivation and Communfcatior 
Communications - "A Key- 
stone to Management^ 
Effectiveness," 
Communication - Part 1^ 
Communication - P^irt II. 



HBS Women and Minorities Training Project 
F. 2 12/77 



CATEGORY: Concepts of Management (Management Theory) 



INTERESTED 

Dl-1 Management Briefing for Women ♦ 

El~l A Macroscopic View of the 
^Traditional Role, Inunction, 
and Place pf Women and how 
and why that has changed over 
the last few' years ♦ 

El- 2 Women- in Management t Corporate 
• Experiences and Expectations 
at First National Bank of 
Arizona, Phoenix; New Eng- 
land Telephone Co» , Boston; 
, and at CBS, N/Y,C. 

Il-l The Philosophy of Management* 

Jl-2 Management Theories. 

J3-1 The Functions of a Manager. 

J3-2 Organizations' in Operation. 



ENTRY LEVEL 
Power 



A3- 2 



A4-2 Power - 



Dl-1 
El-1 



El- 2 



Fl-1 

F2-1, 

F3-1 

F3-2 
F4-i 

F6-2 ' 

Gl-5 

Il-l 

Jl-2. 

J3-1 



BBS Women and Minorities Training Project 
F. 2 12/77 



14G 



Personal, 'org- 
anizational and sys- 
tematic. . 
'Personal, organ- 
izational, and sys- 
tematic. 
Management Briefing for Women. 
A Macroscopic View -bf the 
Traditional Role, Function, , 
and Place of Women and how and 
why that ^has changed over the 
•last few years. 

Women in Management - Corporate 
Experiences and Expectations at 
First National Bank of Arizona, 
Phoenix; New England .Telephone 
Co., Boston; and at CBS, N.y.C. ' 
Concepts of Management. 
Concepts of Management. " ' 
Organization and Function of the 
Accounting . Department . 
Orgahizational Background. 
Tuning in to Your Corporation's 
Goals and Expectations. 
The Management Planning Cycle. 
Management Theory. 
The Philosophy of Management. 
Management Theories. 
The Functions of a Manager. 



ESTABLISHED 

Dl-1 Management Briefing for Women. 

El-1 A Macroscopic View of the 
Traditional Role, Function, 
and Place of Women and how and 
why that has changed over 
the last few years. 

El-2 Women in Management - Corporate 
Experiences and Expectations 
at First National Bank of 
Arizona, Phoenix; New England 
Telephone Co., Boston; and at 
CBS, N.Y.C. 

F4-1 Tuning in to Your Corporati^on's* 
Goals and Expectations. 

F5-1- An Over-view of the Basic Bus- 
iness Functions and Their Inter- 
relationships within the Org*- 
anizatiori. 

F5-2 'Planning - how corporate strat- 
egies are developed., 

F7-2 Management Principles and 

Techniques for ,the Supervisor. 

Kl-2 ThQ. Process of Modern Management. 

Kl-3 • The Critical Shift 

Ml- 3 Management in JHigher Education. 

N4-5 Issjues Relating to Power and 
Management. 

01-1 Organizations, Management Styles, 
and Motivation. 



10 



143 



CATEGORY: Concepts of Management (Management Theory) 



INTERESTED 



ENTRY LEVEL 

ESTABLISHED 

J3-2 Organizations in Operation. p.o , „ ^ 

Kl-2 The Process of Modern Tuning in to Your Corporation's 

Management. , Goals and Expectations-. 

Kl-3 The Critical Shift. 
Ml-3 Management in Higher Education.. 
Nl-1 Concepts of Management. 
N2-1 Basic Functions of Management. 
N3-3 The Functions of Management. 
01-1 Organization^, Management Styles, 

and Motivation. 
F14-1 The Woman Manager in a Changing 

Environment. 
F15-2 Management Principles and 

Techniques for the Supervic;or. 



RBS Women and Minorities Tvaininq Project 
F. 2 12/77 



11 



15. 



* CATEGORY: J^ecision-Making and Problem-Solving 



INTERESTED 

Al-1 To expand their repertoire of man- 
(obj) agerial and organizational skills 

such ss decision-making and 

prob lem- solving . 
Bl-2 To strengthen skills in the 
(obj) techniques of problem-solving. 
Bl-3 To learn and practice decision- 
Cob j) making, 

11-6 Creative problem-solving and the 
* Decision-Making process, 

Jl-7 Decision -Making . 
Jl-iO Prob lem- Solving • 
L2-2 Decision-Making in the Office. 



ENTRY LEVEL 

Al-1 To expand their repertoire of 
(obj) managerial and organizational 
skills such as decision-making 
and problem-solving. 
A2-4 Managerial Skills for Women, 
for example: assertiveness 
training, the utilization of 
coaflict, techniques for de- 
* cision-making, problem-solving, 
running a meeting, building a 
team, supervising. 
Bl-2 To strengthen ^skills in the 
(obj) techniques of problem-solving, 
Bl-3 To learn and practice decision- 
(obj) making. 

Fl-7 Creative problem-solving & 
Dec ision-Making . 

F2-3 Process of Problem-Solving & 
Decision-Making . 

F6-6 Creative Decision-Making as a 
Management Responsibility, 

F7-3 Process of Problem-Solving & 
! ' Dec i sion-Making . 

Gl-7 Analyzing Problematic Situations, 

11-6 Creative Problem- Solving & 
Decision-Making , 

Jl-7 Dec ision-Making. 

Jl-10 Prob lem- Solving 
.^^^^^^ Kl-8 Problem-Solving, & Decision- 

Making. 

RBS Women and MinoHties Training Project 

P. 2 12/77 (Continued on the following page) 



ESTABLISHED . ^ . 

Al-1 To expand their repertoire of 
(obj) managerial and organizational 

skills such as decision-making & 
problem-solving. 
A2-4 Managerial Skills for Women, 

for example: assertiveness train- 
ing, the utilization of conflict, 
techniques for decision-making,''^ 
^ problem-sblving, running a meeting 

building a team, supervising. 
To strengthen skills in the 
techniques of problem-solving. 
To learn and practice decision- 
(obj) making. 

Kl-8 Problem-Solving &. Decision- 
Making , 

Decision-Making in the Office, 
Making Decisions. 
Decision-Making & Problem- 
So Iving, 
Ql-2 Problem Solving, 



Bl-2 

(obj) 

Bl-3 



L2-2 
02-1 
P3-5 



FRir 



15- 



CATEGORY: 



Decision-Making and Problem-Solving 



INTERESTED 

ENTRY LEVEL 



L2-2 Decision-Making in the Office. 

N3-6 Problem- Solving 

02-1 Undercovering & Working with 

Conflicts. 
P3-5 Decision-Making & Problem 

Solving , 

Ql-2 Problem Solving. 

F14-6 Creative Dicision-Making 

as a Management Responsibility 
Strategy for Career Advancement, 

F15-3 Process of Problem Solving and 
Decision Making, 



RBS Women and !4inorities Training Pvojeot 
F. 2 12/77 



CATEGORY^ 



Delegation 



INTERESTED 



Dl-7 Effective Delegatiorio 



ENTRY LEVEL 

Dl-7 Effective Delegation. 
F3-4 Delegating Responsibility. 
N3~5 Delegation. 
F10--2 Delegating Responsibility. 



ESTABLISHED 

Dl~7 Effective Delegation, 



RBS Women and Minorities Training Project 
F. 2 22/77 



ERIC 



15G 



CATEGORY: Finance and Budgeting 



INTERESTED 

Jl-9 Finance for Non-financial 
Managers • 



ENTRY LEVEL 

F2-8 Living with Budgetary^ Con- 
straints. 

F3-1 Organisation and Function 
of tha Accounting Dept. 

Jl-9 Finance - For Non-financial 
Managers . 

Ml-1 Academic Governance and Planning 
in a Period of Financial Stress. 



ESTABLISHED 

F5-3 Budgeting' and Controls. 
F5-A Learning to Read, Use and 

Generate Basic Financial Reports 
F5-5 Principles of Money Management. 
Ml-1 Academic Governance and Planning 

in a Period of Financial Stress, 
Ml- 2 Finance and Budgeting. 
M2-1 Finance, law, fund raising 



BBS Women and Minorities Training Project 
F. 2 22/77 



15 



ERiC ^^'^ 



15 



CATEGORY: Interpersonal Skills (See Also: Communication Managing People) 



INTERESTED 



ENTRY LEVEL 



ESTABLISHED 



F12-4 Coping with Interpersonal 
and Racial Conflicts. 



Fl-4 Developing Interpersonal Skills. 
F7-5 Developing Interpersonal Skills. 
F8-4 Developing Interpersonal Skills to 

Assertively Communicate with Others. 
N2-3 Basics; of Interpersonal Relations. 

Ql-1 To recbgnize essential character- 

(obj.) istics of personal manaeement stvle. 

F12-4 Coping with Interpersonal ^nd ^Racial 
Conflicts. 

F14-4 Techniques of communication and 

(obj) interpersonal skills. 

F15-5 Developing Inte.'personal Skills. 



F8-4 



Qtl 
(obj, 



Developing Interpersonal Skills 
to Assertively Communicate with 
Others.- ^ 
To recognize essential charabter 
) istics of personal management 
style. 



RBS Women and MinoHties Training Projeot 
F. 2 22/77 
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16 



/ 



Legal Considerations (See also: Affirmative Action) 
CATEGORY: 



i 



INTERESTED 



ENTRY LEVEL ' 

Fl-8 Legal Considerations for 

Women Supervisors. 
F2-9 Legal Considerations for 

Women Managers, 
F6-5 Legal Considerations- for 

the Manager, 
F8-6 Legal Coqgiderations for 

Women Supervisors • 
F14-5 Legal Considerations for 

the Manager, 
F15-7 Legal Considerations - How 

to Avoid Discrimination 

Hazards . 



ESTABLISHED 

M2-obj. i lo bring, together senior 
officers of regional 
institutions to discuss si 
pressing issues as law.,* 

F8-6 Legal Considerations for 

Women Supervisors. 



R33 Women CK^ >rinorities Training Project 
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c™= _S2!^y^"S„„<f^^ Training, Career Coals 



Al-2 
(obj) 

Al-4 
(obj) 



Dl-1 
Dl-8 

El-1 



El-2 



P2-3 



INTERESTED 

Reduce the isolation among 
women by experiencing trust and 
respect for other women* 
To change dysfunctional, self- 
limiting behaviors such as def- 
erence and dependency, conflict 
avoidance, reluctance to be as- 
sertive, etc., and begin to 
develop more effective personal 
and managerial behaviors leading 
to increased organizational 
impact and reward. 
Management Briefing for Women. 
Overcoming the odds: great 
changes and new chances. 
A Macroscopic view of the 
traditional role, function and 
place of women and how and why 
that has chai^ged over the last 
few years. 

Women in management , corporate 
experiences and expectations 
at First National Bank of 
Arizona, Phoenix; New England 
Telephone Co., Boston; and 
at CBS, N.Y.C. 

Women in Today ^s business world. 



RB3 yomen and Minorities Traiy.ina Project 
F. 2 12/77 



ENTRY LEVEL 

Al-2 Reduce the isolation among 
(obj). women by experiencing trust 
and respect for other women. 

Al-4 To change dysfunctional, self- 
(obj) limiting behaviors^such as 

deference and dependency, con- 
flict, avoidance, reluctance to 
be assertive, etc.,' and begin to 
develop more effective personal 
and managerial behaviors leading 
to i creased organizational 
Impact and reward. 

A2-1 Women in authority. 

A2-2 Organizational response to women 
in managerial positions. 

A2-4 Managerial skills for women, for 
example : assertiveness training, 
the utilization of conflict, 
techniques for decision-making, 
problem-solving, running a 
meeting, building a team, 
supervising. 

A3-3 Being in a numerical minority. 

A3-4 Collaboration and competition 
with men and women. 

Cl-1 Dealing with the obstacles to 
advancement that are unique to 
women . 

(Continued on the following page) 



ERLC 



I6\ 



ESTABLISHED 

Al-2 Reduce the isolation among 
(obj) women by e^'periencing trust 
and respec ^^or other women. 
Al-4 To change -rf unct ional , 
(obj) self limiting behaviors such 
as deference and dependency, 
conflict avoidance, re- 
luctance CO be assertive, 
etc., and begin to develop 
more effect_j.ve personal and 
managerial tehaviors leading 
to increased organizational 
impact and reward. 
A2-1 Women in authority. 
A2-2 Organizational response to 

women In managerial* " 

pos itions . 

, A5-1 To, of f er a unique opportunity 
(obj) to the black woman senior 

professional for a period of 
self renewal and per-.onal 
growth with a group of 
persons who share her 
position as an able person 
and achieving professional. 
Cl-1 Dealing with obstacles to 

advancement that are unique 
to women . 
Cl-2 How to deal with on-the-job 
barriers to advancement. 
1 



18 



Continued on following page 



CATEGORY: 



Management as a Woman (See also Affirmative Action, Assertiveness Training, Career Co-Is 
and Legal Considerations) <:^j'"-.ng, career boals 



Rl-1 
(obj) 



INTERESTED 

To identify problems and opp- 
ortunities for woman to become 
better qualified for job opp- 
ortunities^ ahead so that each 
participant may find that it is 
possible to raise her sights above 
"discriwomenation" to achieve h^r 
highest potential. 



lERlC 



RB3 Women and Minorities Training Project 
F. 2 12/7? 



16; 



ENTRY LEVEL 

Cl-2 How to deal with on-the-job 
barriers to advancement. 

Cl-3 Hov to reduce barriers to my 
advancement . 

Cl-7 Building Team^>7ork-the woman 
as a leader. 

Dl-1 Management briefing for women. 

Dl-8 Overcoming the odds: great 
changes & new chances. 

El-1 A macroscopic view of the 

traditional role, function and 
place of women and how and why 
that has changed over the last 
few years. 

Woman in management. Corporate 
-ex-perlences-and expectations at 
F irst Na tional Bank of Arizona, 
Phoenix; New England Telephone 
Co., Boston; and at CBS, NYC. 
Psychological aspects-attitude 
problems unique to the women 
supervisor. 

Problems and pitfalls of the 
woman manager . 

The woman manager j.n a changing 
environment . 

Psychological aspects-attitudes. . 
problems unique to the woman 
supervisor. 

(Continued on the following page) 



El-2 



Fl-9 

F2-4 
F6-1 
F7-1 



El-2 



ESTABLISHED 

Cl-3 How to reduce barriers to 

my advancement. 
Cl-7 Building teamwork-the woman 

as a leader. 
Dl-1 Management briefing for 

women . 

Dl-8 Overcoming the odds: great 

changes and new chances. 
El-1 A macroscopic view of the 
traditional role, function 
and place of women and hew 
and why that has changed 
over the last few years. 
Women in management, corporate 
experiences and expectations 
at, First National Bank of 
Arizona, Phoenix; New 
England Tf.iephone Co . , 
Boston; 'and at CBS, NYC. 
Balancing the demands of 
work and private life. 
Relationship between social 

milieu and male/female roles* 
Personal ana Professional 

self-development for women. 

How do supervisors perceive 

women workers. 

How women perceive suD<^rvisors. 
Continued on following page 



F4-6 
F8-1 
Fo-5 
Hl-2 
HI -4 
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Management as a Woman (See also Affirmative Action Assertiveness Training, Career, 
CATEGORY : Goals and Legal Considerations) 



INTERESTED 



ENTRY LEVEL 



BBS Women and Minorities Training Project 
F. 2 12/77 



F8-1 Relationship between social 
milieu & female^male roles. 

F8-5 Personal and Professional self- 
development for women. 

Hl-2 How do supervisors perceive 
women workers? 

Hl-4 How women perceive supervisors. 

Hl-6 Myths about women (unlearning 
the untruths about women 
workers.) 

J2-1 Women as winners: the 
transactional view. 

J2-2 Discover Yourself. 

J2-3 Can I Be Assertive? 

J2-^4 An Assertive Woman — In My 
~ Ograni-zat-ion-?- — — - - 

J2-5 Will I Like the Assertive Me? 

Kl- 1 Speqial" PlroB lerns ~Eor Women "iri 
Management. 

Ll-1 To identify individual strengths 

(obj) and weaknesses. 

02-5 Facilitating ani Participation of 

Women in the Labor Force. 
P2-3 Women in Today's Business World. 
Ql-3 Beliefs About Women. 
Rl- To Identify problems and opp- 
(obj) ortunities for women to become 
better qualified for job oppor^ 
tunities ahead so that each par- 
'*tici-pant -may 'find^that it is 



ESTABLISHED 

Hl-6 Myths about Women (unlearn- 
ing tha untruths about 
women workers) . 
Women as winners: the 
transactional view. 
Discover yourself . 
Can I be assertive? 
An assertive woman — in 
my organization? 
Will I like the Assertive 
me? 

Special Problems for women 
in management . 
Not specifically mentioned. 
Includes lectures, films, 
^and >gto_up discussions with 
much emphasis to be placed 
~orr~l'n'dlvi'diial-~ln vol vemen t 
in the program. The 



J2-1 

J2-2 
J2-3 
J2-4 

J2-5 

Kl-1 

Ll-1 



program is designed to 
provide participants with 
the abilities and confidence 
to perform effectively as 
a woman in management. 
N4-1 Psychology of Women. 
N4-2 Assertiveness Training 
N4-3 Women as Effective Managers 
N4-6 Similarities and Differences 
women experience in handling 
men and women * 



20 



(Continued on the following page) 
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Management as a Woman (See also Affirmative Action Assertiveness Training, 
CATEGORY: Career Goals and Legal, Considerations) 



INTERESTED 



ENTRY LEVEL 



ESTABLISHED 



F14-1 

F14-6 
(obj) 



F15-1 



possible to raise her sights 
above ^'discriv^omenation" to 
achieve her highest pot'^ntial. 

The Woman Manager in a Changing 

Environment. 

Special discussions will focus 
on the problems that may arise 
for women supervising women 
as well as supervising men. 
Psychological Aspects - Attitudes 
Problems Unique to the Woman 
Supervisor. 



N4-7 Practitioner^s View of the 

Future of Women in Business, 
02-5 Facilitating and Participation 

of Women in the Labor Force* 
Ql-3 Beliefs About Women. 
Rl- To identify problems and opp- 
(obj) ortunities for women to become 
better qualified for job oppor- 
tunities ahead so that each 
participant may find that it is 
possible to raise her sights above 
"discriwomenation** to achieve her 
highest potential. 
F13-7 Balancing the Demands of Work 
and Private Life. 



RBS Women and Minorities Training reject 
F. 2 22/77 



ERIC 



i6J 
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CATEGORY: Management for Minorities 



INTERESTED 

J3-1 The Functions of a Manager. 
J3-2 Organizations in Operation. 
J3-3 Managing People. 
J3*'4 ^uilding the New Manager *s 
•^Communication Skills. 



ENTRY LEVEL 
A5-1 
(cbj) 



ESTABLISHED 



Fll 1 

Fll-2 
Fll- 3 

Fll-4 

Fll- 5 

Fll-6 

Fll- 7 

F12-1 
/1 2-2 

F12-3 
F12-A 



F12-5 



RBS Women ard Minorities Training Project 
F. 2 12/77 



To offer a unique oppor- 
tunity to the black woman 
for a period of self 
renewal and personal 
growth with a. group of 
persons who shave her 
position as an able 
person and achieving 
professional. 
Black Realities in a 
Corporate Li£e. 
Effective Executive Style. 
Risk Taking Behavior and 
Race Related Stresses. 
Effective Relationships in 
the Corporate Environment. 
Utilization of Organization 
to Achieve Results. 
Assessment of Individual- 
Needs . 

Planning for Ongoing Self- 

DeveJ opment . 

Management Issues. 

Black Realities and Corporate 

Norms . 

Concepts of Self-development. 
Coping with Interpersonal and 
Racial Conflicts. 
Effective Relationships in 
(continued on next pg.) 



FU-l 

Fll-2 
Fll-3 

Fll-4 

Fll- 5 

Fll-6 
Fll-7 

F12-1 
F12-2 

F12-3 
F12-4 

F12-5 



Black Realities in Corporate 
^Life. 

Effective Executive Style 

Risk Taking Behavior in Race 

Related Stresses . 

Effective Relationships in the 

Corporate Environment." 

Utilization of Organization. to 

Achieve Results. 

Assessment of Individual Needs 

Planning for Ongoing Self-Dev- 

Development. 

Management Issues. 

Black Realities and Corporate 

Norns . 

Concepts of Self-development: 
Coping with Inter person al^ and 
Rc^cial Conflicts. 
Effective Relationships in Org- 
anizations. 
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CATEGORY; Management for Minorities 



[NTERESTED 



ENTRY LEVEL 

Organizations. 
J3-1 The Functions of a Manag 
J3-2 Or?,^nizations in Operati 
^3-3 Managing People. 
J3-4 Building the New Man\g^'s 
^ Communication S.kills 



ESTABLISHED 




RB3 Wornen and Minoviti^s Training Project 
F. 2 22/77 ' ' 




Er|c : 



insniriTaMi 



CATEGORY: ^^anagement Skills (General) 



INTERESTED 

Al-1 To expand their repertoire of 

(obj) managerial and organisational 

skills such as decision making, 
problem-solving, supervisory 
skills, running meetings, 
dealing with power, etc. 

Bl-1 Increasing Management Skills. 

Dl-3 Developing Executive Skills. 

Jl-1 Introduction to Management Skills 
Pl2-'l Manageraent Issues. 



ENTRY LEVEL 



Al-1 
(obj) 



A2-4 



§1-1 
Cl-4 
Dl-3 
,F2-2 

Gl-3 

Jl-1 
F12-1 
F14-3 
(obj) 

F15-2 



To expand their repertoire of 
managerial and organizational 
skills such as decision making, 
problem-solving, supervisory 
skills, running meetings, 
dealing with power, etc. 
Managerial Skills for Women, for 
example: asser tiveness training, 
the utilization* of conflict, 
techniques for decision making, 
problem-solving, running a meeting, 
building a team, supervising. 
Increasing Management Skills. 
Developing Managerial Skills. 
Developing Executive Skills. 
The Duties and Responsibilities 
of the Administrator/Manager. 
Introducing the IMM - the individual 
management module. 
Introduction to Management Skills. 
Management Issues. 
Review of the range of management 
skills and techniques required 
for top-level performance. 
Management P>-inciplcs and Techniques 
for the Supervisor. 



A2-4 



ESTABLISHED 
Al-1 To expand their repertoire of 
(obj) managerial and organizational 
skills such as decision making, 
problem-solving, supervisory 
skills, running meetings, 
dealing with power, etc. 
Managerial Skills for Women, for 
example: assertiveness training, 
the utilization of conflict, 
techniques for decision making, 
problem-solv'ng, running a meeting, 
building a team, supervising. 
Increasing Management Skills. 
Developing Managerial Skills. 
Developing Executive Skills. 



Bl-1 
Cl-4 
Dl-3 
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CATEGORY: 



Managing People 



INTERESTED 

Al-1 To expand their repeit^ire o^ 
(obj) managerial ^nd organizatior.a'' 

skills such as supervisor^ 

skills. 

Al-4 To build effective support 
(obj) systems including women and 

men to facilitate getting 

work accomplished. 
Dl-6 The Management of Human 

Re sources. 
Dl-7 Effective Delegation. 
J3-3 Managing People . 
P2-1 Human Relations in Action. 
?2-2 Human Behavior. 
F12-5' Effective Relationsh7.ps in 

Organizations. 



ENTRY 

AI-1 
(obj) 



Al-4 
(obj) 



A3-1 

A3-4 

A4-1 

A4-4 

(obj) 

Dl-6 

Dl-7 
F2-5 

F4-5 
F7-4 



RBS Women and Minorities Training Project 
F. 2 12/7? \ 



LEVEL 

To expand their repertoire of 
managerial and organizational 
skills such as supervisory 
skills. 

To build effective support 
systems including women and 
men to facilitate getting 
work accomplished. 
Mc.naging Dif f erences-partic- 
ularly ethnic and cultural 
differences . 

Collaboration and Competition 
with Men and Women. 
Managing Dif f erences-par tic- 
ularly ethnic and cultural. 
Collaboration and competition 
with Men and Women. 
The Management of Human 
Resources . 

Effective Delegation. 
Mastering the Skills of Mo i- 
aging People-Human Relations 
& Motivation. 
Work Group Skills-Getting 
P.e suits through Interactions 
with Peer Groups. Subordinates, 
Superiors . 

Cultivating Effective Employee 
Relations . 

Continued on following page 



(obj) 



Al-4 
(obj) 



Dl-6 



Dl- 
F4- 



ESTABLISHED 

Al-1 To expand their repertoire of 
managerial and organizational 
skills such as supervisory 
skills. 

To build effective support 
systems including women and 
men to facilitate getting 
work accomplished. 
The Management of Human 
Resources. 

Effective Delegation. 
Work Group Ski] 3-Getting 
Results through Interactions 
with Peer Groups, Subordinates 
Superiors . 

Translating Effective 
Business Decisions to People- 
in Management. 
Motivating People (How and 
4^,y People Work Best). 
Motivating People. 
Similarities and Differences 
Women Experience in Handling 
Men & Women. 

The New Employee and the 
Temporary Worker. 



F5-6 



Hl-5 

Kl-5 
N4-6 



P3-4 



2.5 
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CATEGORY: 



Managing People 



INTERESTED 



ENTRY LEVEL 



ESTABLISHED 



Gl-6 

HI -5 

J3-3 
Kl-5 
Nl-3 
N2-3 

N3-7 
01-A 
P2-1 
P2-2 
P3-A 

F9-2 



FlO-3 



Fll-A 



F12-5 



R3S Women and Minorities 
F. 2 12/77 



F15-A 

Ti'aining Project 



The Supportive Manager 
Workshop . 

Motivating People (How and 
Why People Work Best). 
Managing People. 
Motivating People. 
>Ianageinent of People. 
Basics of interpersonal 
relations . 
Group Dynamics. 
Organizing and Staffing. 
Human ReJations in Action. 
Human Benavior. 
The New Employee & the 
Temporary Worker. 
Developing Bias-*^ree Skills 
and Techniques Regarding 
Performance - Pay Appraisals, 
Grievances, and Disciplinary 
Practices Including Discharge. 
Open Discussion: Personnel 
Administration - Staffing the 
Department, Staff Developipent 
Techniques, Salary Administrati 
Effective Relationships in the 
Corporate Environment. 
Effective Relationships in Org- 
anizations. 

Cultivating Effective Employee 
Relations . 



F9-2 



Fil-A 
F13-5 



on. 



Developing Bias-Free Skills and 
Techniqus Regarding Performance - 
Pay Appraisals, Grievances and 
Disciplinary Practices Including 
Discharge. 

Effective Relationships in the 
Corporate Environment 
Work Group Skills - Getting Result! 
through Interacti'^ns with Peer 
Groups, Subordinates, Superiors. 



26 



ERIC 



170 



CATEGORY: Managing. Time 



INTERESTED 


ENTRY 


LEVEL 


ESTABLISHED 


Dl-5 Managing Management lime. 


Dl-5 


Managing Management Time. 


Dl-5 


Manag5ng Management Time. 


11-2 Goal Setting and Time 


F4-6 


Balancing the Demands of 


F4-6 


Balancing the Demands of 


. Management. 




Work and Private Life. 




Work and Private Life. 


P2-6 Management of Time. 


11-2 


Goal Setting and Time 


F13-6 


Time Management/Establishing 






Management. 




priorities. 




P2-6 


Management of Time. 


F13-7 


Balancing the Demands of Work 




FlO-1 


How to Control Your Time as 




and Private Life. 




(obj) 


a Manager. 








F15-8 


Time Management. 
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CATEGORY: Miscellaneous Management Skills 



INTERESTED 



ENTRY LEVEL 



ESTABLISHED 



Jl-6 Goal Setting. 
Jl-11 Salesmanship. 



A3-2 Power-personal, organizational 

and systemat:rc. 
A4-2 Power-personal , organizational 

and systematic. 
F4-3 Competitiveness/Assertiveness/ 

Visibility as a Means for 

Promotion. 
Jl-6 Goal Setting. 
J] -11 Salesmanship.- 
Ml -4 Administrative Uses for the 

Computer. 
Nl-2 Management of Results. 
Ojl-4 Organizing and Staffing. 
02-2 Undercovering and Working with 

Conflicts. 
Ql-4 Action Orientation. 
Ql-7 Informal Structure. 
F15-9 Selling Ideas. 



F4-3 



Ml-4 

01- 1 

02- 2 

Ql-4 
Ql-7 



Competitiveness/Assertiveness/ 
Visibility as a Means for 
Promotion. 

Administrative Uses for the 
Computer. 

Organizations, Management 
Styles, and Motivation. 
Undercovering and Working 
with ,Conflicts. 
Action Orientation. ' 
Informal Structure. 
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1. 



CATEGORY : 



)Motivation'> 



INTERESTED 

11-5 Leadership and Motivation, 



ENTRY 


-LEVEL 


ESTAl 


Cl- 


■5 


Improving Performance Through 


CI- 


■5 






Motivation • 






Fl- 


-6 


Motivation-Key to Productivity. 


F4- 


-3 


F3« 


-6 


Motivation and Communication, 






r /- 


-0 


Motivation-Key to Productivity. 






Hl- 


-5 


Mn ^■^ v;^ f ■( Peonle ^How and I^v 


Hl- 


-5- 






People Work Best) . 






ri- 


-5 


Leadership and^Motivatiou • 


Kl- 


-5 


Kl- 


-5 


Motivating Ptople, 


01- 


-1 


N3- 


-1 


Mo fi vat ion • 






01- 


-1 


Organizations, Management 


01- 


-3 






Styles, and Motivation; 


P3- 


-1 


.01- 


-3 


Motivation and Reward Systems, 


Ql- 


-6 


P3- 


-1 


Motivation • 






Ql- 


-6 


Motivational Factors, 






FIO- 


A 


Motivation and Communication. 






F15- 


-6 


Motivation - Key to Pro- 










ductivity. 







Improving Performance Through 
Motivation. 

Competitiveness/Assertiveness/ 
Visibility ^as a Me^ns for 
Promotion. 

Motivating People (How and l^y 
People Work Best). 
Motivating People. 
Organizations, Management Styles, 
and Motivation. 

Motivation and Reward Systems. 
Motivation . 

Motivational Factors. ^* 
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f - CATEGORt: 



Organisational Response to Managers 



INTERESfED 



El- 2 women in Managenent,' Corpor- 
ate Exp^i'^nces ^nd Expecta- 
tions at First NStionaa. Bank 
of Ari7.ona, 'New England 
Telephone Co., and -CBS, 
Pl-Obj, Yo offer a unique 

approach co affirmative 
action and equ::l employment 
jgpportjLinity for women by 

assisting in the assessment 
of the extent and source 
of perceived sex discriminat 
by female employees. 



ENTRY LEVKJ. 



ESTABLISHED 



A2-2 



E1-: 



A2-2 Organizational Response to 

V/omen in Managerial Positions, 

El-2 Women in Management, Corpor- 
ate Experiences and Expecta- 
ations at First National Bank 
of Arizona, New England Telephone 
Co. , and CBS. 

Pl-Obj. To offer a unique approach 
to affirmative action and 
equal employment opportunity 
for women by assisting in the 
ion assessment of the extent and source 

of perceived sex discrimination by 
female employees. 



Pi CDj 



Organizational Response to 
Women in Managerial Positions, 
Women in Management, Corpor- 
ate Experiences and Expecta- 
ations at First National Bank 
of Arizona, New England Tele- 
phone Co, , and CBS. 

To offer a unique approach 
to affirmative action and 
equal employment opportunity 
by assisting in the assess- 
ment and source of perceived 
sex discrimination by female 
employees • 
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CATEGORY: Po^er and Management 



INTERESTED 
Al-obj. 1 



To expand their repertoire 
of managerial and org- 
anizational skills such as 
dealing with power. 



ENTRY LEVEL 
Al-obj. 1 



A3-2 



A4-2 



To expand their repertoire 
of managerial and org- 
anizational skills such as 
dealing with power. 
Power - personal, organ- 
izational, and systematic. 
Power - personal, organ- 
izational, and systematic. 



ESTABLISHED 
Al-obj, 1 



N4-5 



To expand their repertoire 
of managerial^ and org- 
anizational skills such as 
dealing with power. 
Issues Relating to Power 
and Management, 
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CATECORY* Professional Development 



INTERESTED 

Dl-3 Developing Executive Skills. 
F12-3 Concepts of Self Development. 
L2-3 To provide an opportunity 
to interact with qualified 
resource persons on subjects 
that will improve status in 
".professional life. 



ENTRY LEVE}. 

Cl-1 Dealing with Obstacles to 

Advancement that are Unique 
to v7omen. 

Cl-2 How to Deal with On-the-Job 
Barriers to Advancement • 

Cl-3 How-to Reduce Barriers to 
my Advancement • 

Fl-2 Making the Move up to 
Supervisory Management. 

F4-4 Self Assessment as it is 
Related to Goal Setting, 
Career and Life Planning. 

F6-7 Strategies for Career 
Advancement. 

F8-5 Personal and Professional 
Self-Development for Women. 
F12-3 Concepts of Self Development. 
F14-5 The objective of career growth 
(objO will be - considered through 
iL^adership abilities, self- 
de.velopment, and motivation. 

L2-3 To provide an opportunity 
to interact x^ith qualified 
resource persons on subjects 
that will improve status in 
professional life,. 

Ml-5 Professional Development. 

Dl-3 Developing Executive Skills. 



ESTABLISHLD 

Cl-1 Dealing with Obstacles to 

Advancement that are Unique 

to Women. 
Cl-2 How to Deal with On-the-Job 

Barriers to Advancement. 
Cl-3 How to Reduce Barriers to my 

Advancement. 
Dl-3 Developing Executive Skills. 
F8-5 Personal and Prof essi9^al - 

Self-Development for Women. 
F13-3 Competetiveness/Assertiveness/ 

Visability as a Means for 

Promotion. 

F13-4 Self Assessment as it is Related 
to Goal Setting, Career and 
Life Planning. 
L2-3 To provide an opportunity Jto 
(obj) interact with qualiJied ^resource 
persons on .subjects • that will 
, improve status in professional 
life. i 
Ml-5 Professional Development. 
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CATEGORY: 



Staff Development - Finding and Training Employees 



INTERESTED 



ENTRY LEVEL 
Fl-5 
F3-5 



ESTABLISHED 



Hl-8 



Kl-7 

01- 4 

02- 3 

02-4 

P3-3 
P3-4 

F9^3 



FlO-3 



Training & Developing 
Employees- 
Personnel Administration- 
Staffing the Department, 
Staff Development Techniques, 
Salary Administration. 
Appraisal of Staff (Consider- 
ing Women for Non-traditional 
Jobs) . 

Training and Developing 
Employees . 

Organizing and Staffing. 
Job Design and '-Performance 
Evaluation. 

Organizational Training and the 
Design of Training Interventions 
Interviewing New Employees. 
The New Employee and the 
Temporary Worker. 
Training and Development of 
^ "Protected" Employees and 
Their Fellow Workers." 
Open Discussion: Personnel 
Administration - Staffing the 
Department, Staff Development 
Techniques, Salary Administration. 



Hl-8 Appraisal of Staff (Considering 
Women' for Non-traditional jobs). 
Training & Developing Employees. 
To bring* together senior officers 
of regional institutions to 
discuss such pressing issues as 
faculty development. 
Organizing and Staffing. 
Job Design and Performance 
Evaluation. 

Organizational Training and the 
Design of Training Interventions. 
Interviewing New Employees. 
The New Employee and the 
Temporary Worker . 
Training .and Development of "Pro- 
tected" Employees and Their Fellow 
Workers . 



Kl-7 
M2-1 
(obj) 



01- 4 

02- 3 

02-4 

P3-3 
P3-4 

.F9-3 
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CATEGORY: 



Style and Technique "^The Effective Manager 



INTERESTED 

Dl-2 Challenge of Leadership. 
11-7 Self -Awareness and Managerial 

Effectiveness. 
Jl-4. Observation and Feedback. 
L2-1 Assertive Communication for 

the WorHing Woman. 
L2-4 Techniques for Becoming an 

Effective Supervisor. 



ENTRY LEVEL 



Dl-2 
F2-2 



F2-7 



F4-1 



F4-5 



^Challenge of Leadership. 
The Duties and Responsibil- 
ities of the Administrator/^ t/ 
Manager. 

Developing Your Personal 
Management Style. 
Tuning in' to Your Corporation's 
Goals and Expectations. 
Work Group Skills-Getting 
Results through Interactions with 
Peer Groups, Subordinates, 
Superiors . 



ESTABLISHED 

Dl-2 Challenge of Leadership, 

F4-1 Tuning in to Your Corporation's 

Goals and Expectations". 
F4-5 Work Group Skills - Getting 

Results through Interactions 

with Peer Groups, Subordinates, 

Superiors. 

F8-2 Ansertiveneos Training: Principles 

and Practices . 
F8-3 Consciousness Raising with Others 

to Achieve Success in Management. 
Ll-4 To establish incentive and the 



1^8-2 Assertiveness Training: Principles (obj) necessary ability to perform 



and Practices. 

Consciousness Raising with Others 
to Achieve Success in Management. 
Self Awareness and' Managerial 
Effectiveness . 
Observation and Feedback. 
To establish incentive and the nec-^ 
(obj) essary ability to perform at top 
capacity. 

Assertive Communications for the 
Working Woman. 
Techniques for Becoming an 
Effective Supervisor. 
The * Supervisor 's Position in the 
Management Structure. 
N3-4 Managerial Styles. 



F8-3 

11-7 

J 1-4 
Ll-4 



L2-1 



L2-4 



N2-2 



at top capacity. 
L2-4 Techniques for Becoming an ' ^ 

Ef fee nive Supervisor. 
N4-3 Women as Effective Managers. 
01-1 Organiiiations , Management Styles, 
and Motivation. 

Ql-1 Management Style. 
Fll-2 Effective Executive Style. 
F13-5 Work Group Skills - Getting 
Results through Interactions 
with Peer Groups, Subordinates, 
Superiors . 
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CATEGORY: 



Style and. Technique - The Effective Manager^ 



INTERESTED 



ENTRY LEVEL 



01-1 

01-5 
Ql-1 

Fll-2 
F15-2 



Organizations, Management' 
Styles, *and Mativatiori. 
Organizational 'Leadership* 
Management Style ♦ 

Effective Executive Style. ^ 
Management Principles and t 
Techniques for the Supervisor. 
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CATEGORY: Teainwork 



INTERESTED 

Bl-3 To learjO'^and practice 
(obj). team building 
JI-3' The Work Grbup, 



I^TRY LEVEL^ 

^A2-A Managerial Skills far women 

building a team» 
Bl-3 'To learn ^and practice team 
(obj) building- 
-^01-7 'building Teamwork - The Woman 
as a Leader, 

Work Group Skills - Getting 
_ Results with' Peer Groups, 

Subordinates, and Superiors, 
Jl-3 The -Work Group, 



> : 



ESTABLISHED * , s 
A2-^ Managerial Skills for women - 

building a team* \ 
Bl-3 To learn and practice team 
(otj) building. 

CI- 7 Building Teamwork - The Woman 

as a Leader. 
FA-5 Work^ Group Skills - -.Getting 

Results with Peer Groups, Sub- 
- ordinates and Superiors. 
F13-5 Work Group Skills - Getting 

Results with Peer Groups, Sub- 
ordinates and Superiors, 
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